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UNITED STATES DEPARTMENT OF AGRICULTURE | | 7 7: ay | 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


NORTH CENTRAL DIVISION. Me 


ADMINISTRATIVE EXPENSES OF COUNTY AGRICULTURAL 
CONSERVATION ASSOCIATION. ) 


> 
» 


Tigrwavar, work described in Sections A, G, D; B, and F of this pro- 
cedure shall be performed in the Application for Payment Section under the 
supervision of the person in charge of such section. All forms submitted in 
connection with county administrative expenses shall be received in the Re- 
ceiving and Files Unit and when dated and assembled therein shall be forwarded 
to the designated administrative officer. If administratively approved, such 
forms will be forwarded to the Examination Unit. Thereafter, the examination 
of such forms shall be performed in the Examination Unit; the computing and 
review thereof shall be performed in the Computation Unit; and payments shall 
be scheduled on Form 1064 in the Schedule Unit. 


ty), Expenses for March 1937. 


A. Recéiving and Files Unit. 


1. Upon receipt of a set of Forms ACP-8, ACP-9, ACP-10, and other 
related papers, stamp the date of receipt on each such form. 


2. Stamp on one copy of Form ACP-8, ACP-9, and ACP-10, the words 
"Return to County Association". 


3. Assemble related Forms ACP-8, ACP-9, and ACP-10, and forward them 
to the designated administrative officer. 


B. Administrative Examination. 


The chairman of the State committee should designate one or 
more persons in the State office, one of whom should be a member of 
the State com#ittee, who shall make an administrative examination 
of statements of expense submitted by associations for payment. 

Such person or persons should be familiar with the requirements of 
the various associations in the State. This examination should be 
made for the purpose of maintaining relative uniformity between 
associations with respect to association expenses and also for the 
purpose of determining that individual items of expense, as well as 
the total expense for the associations are reasonable. If the ad- 
ministrative officer designated by the State Chairman approves the 
forms as submitted, he shall sign the original of ACP~8 in the space 
provided for the signature of the State Executive Officer, and strike 
out "for. $" immediately above and forward ACP-8 and related forms to 
the Examination Unit. In the event the designated administrative 
officer does not approve any particular item of expense, he should 
attach to the related forms, before signing them as State Executive 
Officer and before forwarding them to the Examination Unit, a memo- 
randum stating which items of expense are to be disallowed. If the 
administrative officer feels that the forms should not be adminis- 
tratively approved in their entirety, he should not forward them to 
the Examination Unit until all administrative objestions are removeds 
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Such objections should be removed by correspondence 
or conferente with the officials of the association 
and by the submission of new forms, if necessary. 


Examination Unit. 


le Determine that the association has forwarded to the State 
office the following forms: 


ae ACP-8 (original) 


pb. ACP-8a (Three copies) 


ce. ACP-9 (original and two copies) 


d. ACP-10 (original and two copies) 


2» Examine ACP-9 and ACP-10 as follows: 


ae Determine that the entries at the top of ACP-9 and 
ACP-10 have been properly made. If any of these 
entries are incorrect, make the necessary corrections. 


(1) 


(3) 


(4) 
(5) 


(6) 


(7) 


The "Statement No." is the number assigned to 

the form by the county office. Forms ACP-9 and 
ACP-10. for March, 1937 will be assigned No.wGL: 

forms prepared for April will be assigned No. Be, etc. 


The "Sheet No." refers to the number of the 
sheet in the set of Forms ACP-9 and ACP-10. 
For example, if there are two sheets of ACP-10 
and an ACP-9, the sheets of ACP-10 will be 
numbered 1 and 2, respectively, and the ACP-9 
will be numbered 4. 


The entry in the space provided for "Total Sheets) 


will correspond with the sheet number of ACP-9; 
that is, if the sheet number for ACP-9 is "gl" 
the total number of sheets in the set will be "3". 


The "Code No." will be the State and county code. 


The entry over the blank space entitled, "Agricultural 
Conservation Association or Committee of Producers!" 
will be the name of the county Agricultural Conser- 
vation Association. 


The entry in the blank space over the word "County" 
will be the name of the county in which the associ- 
ation. is located. 


The entry in the blank space over the word "State" 
will be the name of the State in which the associ- 
ation is located. 
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(8) The entry in the blenk space following the 
words 'For Month of" will be "March, 1937", 


(9) The entry in tne blank space following the word 
"Date'! will be the date on which the form is 
prepared, 


Meke the following determinations with respect to 
ACP-10 and that part of ACP-9 entitled, "Personal 
services for Use of Automobile on Mileage Basis". 
If a correction is necessary, draw a light line 
through the original entry end insert the correct 
entry in the nearest available space, If any item 
cannot be approved, suspend such item by drawing 
a line through such item and correcting the total 
of column (9) of ACP-9 and ACP-10, accordingly. 


(1) If the name of a claimant does not appear in 
column (1) opposite each amount shown in columns 
(3) to (9), inclusive, delete such item as well 
as the corresponding entry in column (9) and 
correct the total of column (9), accordingly. 


(2) Determine that column (3) shows the actual days 
upon wnich service was performed, Where 
consecutive days are claimed, tne first and 
last days inclusive are sufficient. If fractional 
days are claimed, the fraction will be shown in 
parentnesis after such date. If service was 
performed on Sundays or holidays, there must 
appear a notation indicating that services were 
actually necessary and were performed for the 
association on those days. If such a notation 
does not appear on the form, a separate certifi- 
cation by the secretary or president of the 
association will be necessary, 


(3) Determine that the number of days shown in 
column (4) is equal to the number of days reported 
in column (3). 


(2) If the number of days reported in column (4) 
is in excess of the number reported in column 
(3), reduce the number in column (4) accord- 
ingly. Indicate changes on the association 
copies of ACP-9 and ACP-10 in red ink, 


(bo) If the number of days reported in column (4) 
is less than the number reported in column (3), 
make no correction on the original and one copy 
of ACP-9 and ACP-10, but indicate the correc- 
tion on the association copies in red ink, 


(4) 
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Determine that the "Rate per Day" shown e 
in column (5) of ACP-9 and ACP-10 is 

not in excess of the maximum rate specified 

in the State committee's instructions to 

the association relative thereto. 


Determine that the claimant is entitled to 

pay for automobile travel and that the rate 

per mile for automobile travel, as shown in 

column (7) of ACP-~9 and ACP-10 is not in excess 

of the maximum rate specified in the instructions % 
referred to in the preceding paragraph. 


Determine that the amount shown in column (9) of t 
ACP-9, opposite the words "Brought forward", is 

equal to the amount on Forms ACP-10, opposite 

the words "Total forward", 


(a) If the amount brought forward is greater 
than the total of column (9) of ACP-10, 
reduce sucn amount accordingly. Indicate 
the correction on the association copies 
of ACP-9 and ACP-10 in red ink, 


(b) If the amount brought forward is less than 
the total of column (9) of ACP-10, make no 
correction on the original and one copy of 
ACP—-9 and ACP-10, but indicate the correction 
on the association copies in red ink, 


Make the following determinations with respect to 
that part of ACP-9 entitled, "Miscellaneous", If 
any item cannot be approved, suspend such item by 
drawing a line through such item and correcting the 
total of column (9) of ACP-9 accordingly. 


(1) 


(3) 


Original receipts must be attached to support all 


Claims for expense items in excess of $1.00, which tf 
have been paid by officers or employees of the 
association with their personal funds. Such 
receipts must be signed and must give a detailed 
description of the purchase, including the name 
of the person who paid the claim. 
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Bank charges for checking accounts and interest 
on loans should appear in the name of the bank. In 
such cases a bank debit slip must be attached. 


Postage.--All claims for expenditures for postage 
must have been entered in the name of € 


(a) the person who made the purchase from the 
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Post Office. (Such claim must be 
supported by a receipt from the Postmaster 
or other representative of the Post Office), or 


(b) the organization from which the postage was 
purchased, if the bill for stamps has not been 
paid. (Such claim must be supported by an 
itemized invoice), or . 


(c) the officer or employee of the association in 
cases where such person personally paid for 
postage bought from some organization other than 
the Post Office.‘ (Such claims must be supported 
by an itemized receipt signed by a representative 
of such organization). 


Telephone and Telegraph 


(a) Claims for telephone service and toll calls 
charged to the telephone of the association 
must be entered in the name of the telephone 
company and itemized invoices must be attached. 


(b) Where claims for telephone services or toll 
charges were not charged to the telephone 
of the association, such claims must be 
entered in the name of the organization or 
person billed by the telephone company and 
mast be supported by an itemized list of 
charges from the telephone company, setting 
forth service charges and toll calls to be 
paid by the association. Where the telephone 
company does not furnish a duplicate copy of 
the original invoice, a true copy in duplicate 
must have been prepared and certified by an 
official of the organization which was billed 
by the telephone company, and by an official 
of the association. One copy must be attached 
to ACP-9. 


(c) If telephone calls were made from pay stations, 
the claim for such calls must be entered on 
the statement in the name of the individual 
making the calls, If the total amount was 
over $1.00, and no receipt could be obtained 
a memorandum supporting this entry should be 
prepared showing the date, whom called, subject 
and amount. The memorandum must be signed by 
the individual making the calls and approved 
by an officer of the association. 


(d) Charges for telegraphic service must, in all 
cases, be supported by copies of the messages 
which must show the date of gending. If the 


cost of a telegram exceeds $1.00, in addition 
to a copy of the telegram, there must be sub- 
mitted the copy of the receipt. <A copy of the 
telegram bearing a receipt thereon is acceptable. 


(5) Commercial bills or invoices must be attached in 
support of purchases or commercial services for 
amounts exceeding $1.00. 


(a) Such bills or invoices should have been 
itemized as to the number of units purchased, 
cost per unit, and total cost, If the 
number of units. and unit cost is not shown on the 
invoicc,-a breakdown must be shown on ACP-9. 


(b) Such bills or invoices should have been 
submitted on billheads of the firm and must 
have been dated. If not submitted on billheads, 
the signature of an authorized representative 
of the firm from which the purchase was made, 
mast appear. 


(6) Where supplies or equipment have been purchased, 
or equipment rented from an officer or employee of 


the association, it must not be allowed unless there 
is attached a certification of the president or 
secretary of the association, indicating that the 
supplies or equipment were necessary and that the 
equipment rented or purchased, or supplies purchased, 
were not otherwise available, and that such equipment 
or supplies were personally owned by such employee 

or officer. 


Determine that ACP-9 has been certified by the secretary 
and president of the association. If either of these 
officers failed to certify the form, suspend the 

entire set of forms. If. either the president or 
secretary is no longer serving in such official capacity, 
the name of the new secretary Or president, as the case 
may be, may be checked against the last official notifi- 
Cation from the county association with respect to a 
change of such officers. 


3. Examine ACP-8 as follows: 


ae 


Determine that the entries at the top of ACP-8 have 
been properly made. If any of these entries are 
incorrect, make the necessary corrections in ink, 


(1) The "No." in the upper right-hand corner of the 
form is the number assigned to such form by 
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the county offices The ACP-8 for March 1937 
will bé assigned "Bl - March"; the form for 
April will be assigned "B2 - April", etc. ‘The 
State and county code will have been entered 
immediately under the number. Such information 
on ACP-8 should agree with the entries after 
"Statement No", "For month of", and "Code No." 
on the related set of Forms ACP-9 and ACP-10. 


(2) The entry opposite "U.S" should be "Agriculture, 
AAA, North Central Division". 


(3) The entry opposite "Appropriation" should be 1196 / 
72215(21)3 C&UALRDA 1936-37 (PA)". 


(4) The entry opposite "The United States, Dr., To:" 
should be the name of the treasurer of the county 
association followed by the abbreviation, "Treas.", 
the name of the county or counties included in the 
association, and the abbreviation, "Co. ACA". For 
example, "John Doe, Treas., Adams Co. ACA". 

The name of the treasurer must agree with the name 
of the treasurer as indicated on the bond executed 
by hime Such name may be checked against the 
"Listing of Aporoved Treasurers Bonds". If the 
treasurer is not bonded, suspend ACP-8 and related 
forms. 


(5) The entry opposite "Address" should be the address 
of the association. 


Determine that line 6 has been changed to read as follows} 
"Amount of expenses for period (as per ACP-9, attached)". 
Correct if necessary. 


Determine that the president and secretary of the associ- 
ation have signed in the spaces provided for their certifi- 
cations 


No amount should appear after the words "Approved for 
$ "> and there should be no signature in the 
space provided for the State executive officer. 


No entries will have been made in lines (1) to (5), 
inclusive, of ACP-8 covering the month of March 1937. 


If the entries on lines 6 and 7 of ACP-8 agree with 

the total entered in column (9) of ACP-9, make no entry 
on line 8 and enter on line 9 the amount appearing on 
line 7. 


If the entries on lines 6 and 7 are the same and exceed 
the corrected total of column (9) of ACP-9, enter on 
line 9 of ACP-8 the corrected total of ACP-9 and enter 
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Ce .Computation Unity 


1. 


h. 
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on line 8 the amount by which the entry on line / 0 
exceeds that on line 9. 


If the entries on lines 6 and 7 are the same and are 

less than the corrected total of column (9) of AGP-9, 
enter on line 9 the amount appearing on line 7, Make 
no entry on line 8 but indicate the correction on the 
association copy of ACF-8a in red ink. 


Release Forms ACP-8, ACP-9, and ACF-10, and related forms & 
to the Computation Unit. 


Computations in connection with Forms ACF-8, ACF-9, and 
ACP-10. 


Ae 


Rule of fractions.—--rifty hundredths of a cent or less 
shall be dropped and fractions in excess of fifty 
hundredths shall be considered a whole cent. 


Form ACP-8.—--No computations are necessary in connection 
with ACF-8 covering the month of March 1937. 


Forms ACF-9 and ACF-10. If in verifying the computed 
entries on ACF-9 and ACF-10, it is determined that a 
computed entry is in excess of the amount which should 
have been entered, reduce such entry accordingly. The 
correction shall be made in pencil on the original and 
one copy of ACF-9 and ACF-10 and in red ink on the 
association copy of these forms. If it is determined 
that a computed entry shown on ACT-9 or ACF-10 is less 
than the amount which should have been shown, make no 
correction on the original and one copy of ACF-9 and 
ACF-10, but make the necessary correction in red ink on 
the association copy of these forms. 


ei 
(1) Verify the computed entries on ACP-10 and that part q 
of ACP-9 entitled, "Personal Services and Use of bs 
Automobiles on Mileage Basis" as follows: ® 
(a) Determine that the entry in column (4) is equal 
to the total number of days reported in column 
(3). 
(b) Determine that the entry in column (6) is equal 
to the product of the entry in column (4) times 
the entry in column (5). 
(c) Determine that the entry in column (8) is equal © 


to the product of the entry in column (7) times 
the rate per mile shown in the heading of column 


(7)« 
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v (d) Determine that the entry in column (9) is 
equal to the entry in column (6) plus the 
entry in column (8). 


(e) Determine that the amount entered in column 
(9) of ACP-10 opposite the words "Total 
forward" is equal to the sum of the corrected — 
entries in column (9) of ACP-10. 


; (f) Determine that the entry in column (9) of 
ACP-10 opoosite the words "Total forward" 
has been transferred correctly to column 
(9) of ACP-~9 opposite the words "Brought 
forward", If the total of column (9) of 
ACP-10 has been corrected, correct the 
entry opposite the words "Brought forward" 
on ACP-9 accordingly. 


(2) Verify the computed entries on that part of ACP-9 
entitled, "Miscellaneous!" as follows: 


(a) Determine that the entry in column (9) is 
equal to the product obtained by multiplying 
the entry in the column headed "Quantity" 
by the entry in tne column headed "Price 
per Unit". 


(b) Determine that the entry in column (9) opposite 
the word "Total" is equal to the sum of the 
corrected entries in column (9). 


(c) Verify all computations on commercial bills 
and invoices, 


2. Review of Forms ACP-8, ACP-9, and ACP-10 and preparation 
of ACP-37. . 


a. When all computations in connection with ACP-8, ACP-9, 
% and ACP-10 have been completed, such forms should be 
given to a designated review clerk who shall review. 
such forms as follows; 


(1) Review the examination end computation work in 
accordance with the instructions hereinbefore 
set forth and make such corrections as are 
necessary. 


| (2) Deteraine that all necessary corrections have 
been entered in red ink on the association copies 
) of ACP-9 and ACP-10. 


b. If the entry in lines 6 and 7 of ACP-8 is the same as 
the entry in line 9 of ACP+8, initial the State office 
copy of ACP-8 and when signed by the certifying officer, 
forward ali forms ACP-8, ACP-9, and ACP-10 to the 
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Payment Schedule Unit. 


If there is an entry in line 8 of ACP-8, prepare ACP—37, 
"Schedule of Exceptions", in quadruplicate (original and 
three copies), as follows; 


(1) Enter in the upper right-hand corner in the space 
over the word "State" the name of the State in which 
the association is located. 


(2) Enter in the spece over the word "County", the name 
- of the county in which the association is located, 


(3) Enter in the space over the words "No. of voucher", 
the number essigned to ACP-8 in the county office. 


(4) Enter in the space over the words "Period Covered" 
the name of the month shown on the related set of 
Forms ACP-8. 


(5) Enter in the spece over the words "Treasurer, 
County Agricultural Ocnservation Association", 
the name of the treasurer, 


(6) Enter in the space over the words "Post Office 
Address", the address of the county office. 


(7) Enter in Section I the individual items on ACP-9 
and ACP-10 which have been either reduced or suspended, 
Such items should be identified by entering the name 
of the appropriate claimant and title, if any, shown 
in colum (1). Indicate for each item the emount 
by which column (9) is being reduced, and state the 
reason for such reduction, When all items which have 
been suspended or reduced have been entered in Section 
I, enter the total amount by which ACP-9 is being | 
reduced, 1 


(8) Make no entries on lines 1 to 5, inclusive, of 4: 
Section II. * 


(9) Enter on lines 6 and 7 in the column headed "Amount 
Claimed", the amount appearing on such lines on ACP-8. 


(10) Enter cn lines 6 and 7 in the right-hend portion of 
the column headed "Correct Amount", the corrected 
total of column (9) of ACP-9. 


(11) Enter on line 8 in the right-hand portion of the @ 
coluun headed "Correct Amount", the amount appeering 
on line 8 of ACP-8. 


(12) Determine that the sum of the entries on lines 7 and 
8 of the column headed "Correct Amount" equals the 
original totel of column (9) of ACP-9. 
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de If the voucher must be suspended in its entirety 
because a necessary form is missing, or because of a 
nissing certification, etc., prepare a letter of 
suspension to the county office. 


e. The certifying officer shall enter the date, the name 
of the State office and sign in the space provided for 
his signature. 


f. If the voucher may be approved, initial the State office 
copy of ACP-8, and when signed by the certifying officer, 


forward all Forms ACP-8, ACP-9, and ACP-10 to the 
Payment Schedule Unit. 


EH. Payment Schedule Unit. 
le Prepare Form 1064 as follows: 
ae Prepare Form 1064 in septuple (original and six copies). 


be Fill in the top part of the form in accordance with the 
procedure applicable to the preparation of ACP-ce, 


ec. Assign bureau schedyle numbers to Forms 1064 covering 
county administrative expenses in the same series as 
that used for Forms ACP-dze. 


ad» All Forms ACP-8 which are ready to be scheduled may 
be scheduled on one set of Forms 1064. 


e.» Make no entries in the first two columns of Form 1064. 


fe Enter in the third column the number appearing on the 
second line in the upper right-hand corner of ACP-8, 


&» Enter in the fourth column the neme of the treasurer, 
his title as it appears on ACP-8, and his address. 


h. Enter in the fifth column the symbol and title of the 
appropriation. ‘ 


(1) The appropriation for the March 1937 expenses will 
be "126/72215(21)3 CRUALEDA 1936-37 (PA)". 


i. Enter in the last column the amount shovwm on line 9 of 
ACP-8. 


je Enter in the last line of the last column the total 
amount approved, which amount shall be the total of the 
individual items entered in the last column. 


pg 


An adding machine tape showing the total of all 
entries on line 9 of each ACP-8 which was scheduled 
on a set of Forms 1064 shall.be attached to such 
set of Forms 1064. 


2, Review of Form 1064. 


ae 


Determine that all entries have been made as set forth 
in the preceding paragraph. 


Determine that the total on the adding machine tape 
agrees with the total on the last line in the last 
column of Form 1064. If the amounts do not agree 
check the individual entries in the last column 

of Form 1064 against the entries on line 9 of the 
related Forms ACP-8. 


3. The certifying officer shall sign the original of Form 


1064 and enter his title in the space provided therefor. 
The name and title of the certifying officer shall be 
typed on each copy of Form 1064. 


F. Distribution of Forms. 


1. As goon as all forms have been prepared and approved, 
distribute them as follows: 


ae 


Forward to the Regional Disbursing Office 
(1) Original and one copy of ACP-8. 

(2) Original of AOP-9. 

(3) Original of .ACP-10. 

(4) First copy of ACP-37. 

(5) Original and three copies of Form 1064. 
Forward to the association 

(1) One copy of ACP-8. 

(2) One copy of ACP-9. 

(3) One copy of ACP-10. 

(4) Original and one copy of ACP-37. 

Note: The copies of ACP-8, ACP-9, -eand ACP+10 nust 


be those on which corrections, if 
any, were made in red ink, 


ey 
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c. Forward to the State accountant 
(1) One copy of Form 1064, 

d. Retain the remaining copies of ACP-8, ACP-9, ACP-10, 
end ACP-37 and Form 1064 in a pending file in the 
State office. 

The Regional Disbursing Office will return one copy of 

ACP-8 and one copy of Form 1064 to the State office. 

Upon receipt of these forms, transfer the data which 

was entered by the Disbursing Office on the returned 

copies to the copies of such forms in the pending file 
and distribute such forms as follows; 


e, Forward to the State accountant 


(1) The copy of ACP-8 returned by the Regional 
Disbursing Office. 


(2) The copy of Form 1064 returned by the Regional 
Disbursing Office, 


b. Forward to the Receiving and Files Unit 
(1) One copy of ACP-8. 
(2) One copy of ACP-9. 
(3) One copy of ACP-10. 
(4) One copy of ACP-37. 


(5) One copy of Form 1064. 
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Agricultural Adjustment Administration 
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PROCEDURE FOR HANDLING ORGANIZATION MATERIAL, 
BONDS, REPORTS, AND EXPENSES. 


GENERAL 


There will be established in each State office in the North 
Central Region a section to be known as the County Associations 
Section. The function of this County Associations Section will be 
handling of work relating to the organization and operation of county 
associations. Included in such work will be the handling of organiza- 
tion forms, articles of association, ponds, budgets, and other related 
forms; the administrative examination of statements of expense sub- 
mitted by counties; and the making of such reports as may be required. 
Further procedure relative to the orgenization of the County Associa- 
tions Section will be issued as supplements to NGR-State-103. One 
person, should be designated by the State Committee as the person in 
charge of the County Associations Section. The person in charge of 
the County Associations Section cannot be in charge of any other 
section in the State office. Such other personnel should be placed 
in the County Associations Section as the State Committee deems nec- 
essary. All work done in the County Associations Section mast be 
done either under the immediate supervision of the State Committee 
or under the immediate supervision of a member of the State Committee 
designated by them. 


PREPARATION OF 1937 COUNTY ASSOCIATIONS BUDGETS 


It is contemplated that most of the exYenses incurred by county 
associations between March 1, 1937, and February 28, 1938, will be 
deducted from payments to applicants under the 1937 Agricultural Con- 
servation Program. With this in mind every effort should be made to 
reduce expenses in 1937 below the amount which was expended for the 
operation of county associations during the period from March Doyeleoo, 
to February 28, 1937. To accomplish this all 1937 budgets should be 
carefully prepared. If instructions pertaining to budgets have not 
been issued, the County Associations Section should immediately prepare 
for the State Committee instructions to county associations relative to 
the preparation of the 1937 budget by the board of directors. A tenta- 
tive maximum budget total should be established for each county by the 
State Committee and each county should be notified of this maximum at 
the time instructions for preparation of the budget are issued. 


U. &. Department of Agriculture 
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In all counties the 1936 rates are applicable for expenses 
incurred during the month of March. These rates remain in effect 
until after a meeting of the board of directors is held, at which 
time the budget for 1937 is adopted and any changes in such rates 
agreed upon, <Any changes in rates decided upon by the board of 
directors will become effective as of the first, of the month during 
which the board meeting is held. For examplo, any changes in rates 
adopted by a board of directors during April will become effective 
as of April 1. A county association cannot make payment for personal 
services or travel performed by a county agricultural agent, assistant 
county agricultural agent, emergency county agent, or any employee of 
the Extension Service. The board of directors may decide the rates 
of payment for personal services and travel for 1937, but the rates 
cannot exceed the following maximum rates: 


Secretary, treasurer, secretary-treasurer, ; 
county committeeman, community committee- ; Rate not to exceed 
man, county performance supervisor, farm : $5.00 per day 
Peror Gar). Al's, -aeh Ga oe. aise scene MARIE : 

Apsueteant (te farm reporter.) 226 Gi so sales : Rate not to exceed 


$3.50 per day 


: Rate not to exceed 
: $4.50 per day, except 
: that principal clerk 
Drueceua ss iatantity soy erties sabes aes weed : may be paid $5.00 per 
; day if he has charge 
of office for county 
: committee. 


Payment for travel (Payment for travel can : 
be made only to county committeemen, county: Rate not to exceed 
performance supervisor, and members of the : three cents (3¢) 
board of directors for attending meetings : per mile. 
REG SHORTY 5 cs a sa iereavhstmatiral< 410i aig) og eee ye 


In preparing budgets county associations should be asked to give 
the following items careful consideration: 


1. The cost of checking performance should be less than such 
cost for 1936, since it will not be necessary to remeasure a farm 
which was measured in connection with the 1936 program, unless the 
boundaries of fields in such farm have been changed. 


e- In counties using aerial survey, the cost of taking and 
developing eerial photographs and making enlargements will be borne 
by the North Central Division. In such counties the cost of ground 
control, the determination of areas of fields from photographic 
enlargements, and the cost of inspection of farms by farm reporters 
will be paid by the association and should be included in the budget. 


= ee 


3, Except in a few cases it should not be necessary to purchase 
office equipment such as chairs, tables, typewriters, calculating an 
machines, etc. Rental charges should be estimated for such machines as 
will be needed for periods of only a few months to compute areas, type 
applications for payment, ond carry On necessary correspondence. 


4, Associations will be allowed a credit of $2.00 for each 
application upon which a payment of $20.00 or less will be made. How- 
ever, this credit will not affect the amount of the budget, but will 
be subtracted from the total amount of association expenses in comput- 
ing the amount of deductions from 1937 payments. 


5. The reserve provided on ACP-19 ‘should be smaller than in 
1936, since expenses can be estimated more accurately than wes previously 
possible. The reserve should never exceed ten percent of the budget 
total before adding the reserve. _ ; 


In order to arrive at a tentative maximum 1937 budget total for 
each county, it is suggested that the following procedure ke employed: 


a. Determine by budget items the actual expenses of operating 
each association during the 1936 program, including expenses paid under 
the chairman's Letter of Authorization from March 23 to June 30, 1936. 


b. Determine from the NCR-24, prepared in connection with the 
1936 program, the estimated total amount of payments to applicants and 
the percentage of administrative expense deductions under the 1936 
program. If an NCR-24 has not been prepared for any county, use the 
best available estimte of total payments to applicants. 


ce On the basis of the expenses incurred in 1936 by the warious 
associations and on the basis of a comparison of counties which have 
approximately the same size and type of farms and approximately the 
same participation, set a tentative maximum budget total for each county. 
For the region as a whole expenses in 1937 should not exceed 66 2/3 
percent of the 1936 expenses. In some counties the 1937 expenses should 
be considerably less than 66 2/3 percent of the 1936 expenses. The 
tentative maximum 1937 budget totel for any county should not exceed 
10 percent of the total estimated payments to be made in the county 
under the 1937 program, except in certain counties where the total pay- 
ments.to applicants are unusally low and it is not practicable to hold 
expenses below 10 percent of such total. Use as the amount of all asso-~ 
ciation budgets for the 1937 program the amount specified in the memo- 
reandum from Mr. H. N. Schooler deted May 6, 1937, entitled, 'Preparation 
of 193% County Association Budgets". States in which a range program 
is barried out are authorized to increase such amount by an amount equal 
to approximately one and one-half cents per acre of range land under 
participation. | 2 


d. Furnish all associations with instructions for preparation 
of budgets and advise each association of its maximum 1937 budget 
total for the period, March 1, 1937, through February 28, 1938, The 
same instructions and Rnrormeation should be furnished all fieldmen in 
order that they may assist associations in this work, _ . 


e. Set a date by which budgets mst be submitted to ‘the State 
Committee by all associations. This date should be early enough so 
that all budgets will be approved by the State Committee for ae 
counties by June 15. In approving the budget the words, "Approved 
for State Committee" should be stamped or typed near the bottom of the 
form and the chairman of the. State Committee or the member of: the 
State Committee designated by the chairman of the State Committee 
should affix his signature-thgreto. A copy of each budget approved 
by the State Committee must be forwarded to the North Central Division, 
and copies of all approved budgets should be in Washington before June 
30. Except as heretofore provided the total of all budgets submitted 
to the North Central Division should not exceed the maximum set for 
your State.. 


f. No association should be permitted to increase the: amount- — 
of its tentative maximum budget total established by the State Com- 
mittee, unless such association furnishes the State Committee-with 
good and sufficient reasons for increasing the 1937 pe total io 
beyond such maximum. : 


ADMINISTRATIVE EXAMINATION OF ASSOCIATION EXPENSE 
FORMS ACP-8, ACP-9, , AND A ACP=10. ae 


The personnel of the County Associations Section should be 
familiar with the expense requirements of the various associations in the 
State. When Expense Forms ACP-8, ACP-9, and ACP-10 are forwarded to the 
County, Associations Section, an administrative 6xamination should be made 
of such forms. This examination should be made for the purpose of maintein~ 
ing relative uniformity between associations with respect to association 
expenses and for the purpose of determining that individual: items of © 
expense, aswell as the total expenses for the associations, are reason— 
able and in accordance with instructions issued by the ovate Con aa 


If the person exemining such forms for the: County ad0staerene 
Section approves the forms as submitted , “he shall initial the original 
of Form ACP-8.to the right of the space itor for the signature of 
the State Exe cutive Officer, striking out the word and symbol "for m2 
immediately above the place for the signature Of, the State Executive 
Officer. They should then be forwarded to the State Executive Officer 
for signature. After signature by the State Executive Officer the Form @ 
ACP-8 and related forms should be forwarded to the Examination Unit of the 
Application for Payment Section. In the event that the County Associa~. 
tions Section does not approve any particular item of expense, there should 


mo a val 


be attached to the seiacee forms before signature by the State Executive 
Officer and before forwarding them to the Examination Unit of the Applica- 
tion for Payment Section, a memorandum steting which items of expense are 
to be disallowed and the reason for such disallowances. If the State 
Executive Officer feels that the items disallowed are of such importance 
that the entire voucher should be disapproved, he should not forward 

the voucher and related forms to the Examination Unit of the Application 
for Payment Section until all administrative objections are removed. 

Such objections should be removed by correspondence or conference with 
the officials of the association and by the submission of new forms, 

if necessary. 


Thereafter, RF-~3 should be prepared, listing thereon the forms 
which are to be released to the Examination Unit of the Application 
for Payment Section as follows: 


A. Prepare RF-3 in duplicate (original and one copy). 


B. Enter after the words "Released to", the name of the unit 
and the Section to which the forms are released. 


CG. Enter after the word "Date", the date such forms are 
released. 


D. List in column (2) the State and county code of all 
sets of forms which are being released at orm time. 


E. Enter in column (b) the "Statement No.'' of each set of 
forms listed in column (a). 


F. Obtain the signature on both copies of RF-3 of the person 
designated in the unit receiving such forms. 


G. Forward the original of RF-3 to the Receiving and Files 
Unit of the Application for Payment Section and retain 
the copy. 


ee a 


ASSOCIATION EXPENSES. 


PREPARATION AND SUBMISSION OF FORM.NCOR-103, SUMMARY OF COUNTY 


There has been forwarded to the State office a sample form of NCR-103. 


This form should be used for making monthly reports of expenses of county agri- 


cultural conservation associations. This form is being printed at the present 
time and it is expected that ao supply will be available for making the June 
report. Reports for March, April, and May should be prepared using such forms 
or paper as may be available in the State office. Forms NCR-103 should be 
prepared for March and April expenses of all associations by June Logs ae 
report for May and subsequent months should be prepared and transmitted as 
soon as all expense accounts for that month have been approved and entered 
upon NGR-103. The information for this report in columns 2 to 32 inclusive, 
should be taken from ACP-9 and ACP-10 for the proper month as approved by 
your office. The data for columns 33 to 35,inclusive, should be taken from 
the approved Forms ACP-8. In making this report a separate line should be 
used for each county. Unless otherwise indicated in the column headings, 
data entercd in each column should pertain to the month for which the report 
is madee The following instructions should be followed in completing this 
form: 


Col. 1: Enter the name of the county. 


Col. 2: Enter the amount of compensation paid the secretarye 
In the event that one person serves as secretary- 
treasurer, bracket the headings "Secretary" and 
"Treasurer" and enter the amount of compensation for 
the secretary-treasurer in Column 2. In such cases 
enter in Column 2 the number of days worked by the 
secretary-treasurer. 


Col. 3: Enter the number of days the secretary worked. 

Col. 4: Enter the amount of compensation paid the treasurer. 

Col. 5: Enter the number of days the treasurer worked. 

Cole 6: Enter the amount of compensation paid to county committeemen. 


Col. 7: Enter the number of persons, including the alternate, who 
worked as county committeemen. 


Col. 8: Enter the total mumber of days worked by county committeemen. 


Col. 9: Enter the amount of compensation paid to community committee- 
mene This should include compensation paid for time spent 
as members of the board of directors in attendance at board 
meetings. 


Col. 10: Enter the total number of persons who worked as community 
committeemen. 


. 


\) 


Col, 


Col. 


Col. 


Col. 


Col. 


Col. 
eon 
Col. 


Col. 


ll: 


12: 


io: 


14: 


eo: 


24: 
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Enter the total number of days: worked by comunity 
committeenen. 


Enter the amount of compensation paid to farm reporters 
including assistant farm reporters. . 


Enter the nunber of persons working as fam reporters and 
assistant farm reporters. 


Enter the number of days worked by farm reporters and 
assistant farm reporters. 


Enter the amount of compensation paid to office assistants. 
Enter the number of persons working as office assistants. 


Enter the nunber of days worked by office assistants. 


; Enter under the word "Title" the title of any class of work 


which has not previously been entered, and the amount of 
compensation paid under such title. 


: Enter the nunber of persons working under such title. 
: Enter the nunber of days worked under such title. 


: Enter the total compensation. Such total is made up of the 


sum of Colunns. ae: el ae le, 15, and 18. 


: Enter the total number of persons working. Such total should 


include the sum of Columns 7, 10, 13, 16,and 19 after de- 
ductions are made for persons who worked under more than 

one title during the month. If the. secretary and the 
treasurer both received compensation during the month, add 
to the total nunber of persons as determined above two 
persons for such offices. If on the other hand one person 
received compensation as secretary-treasurer, add One person. 


Enter the total days worked. Such total should include the 
sum Of Columns 3, 5, 8, 11, 14, 1% and 20. 


Enter the amount of expenditures for equipment purchased 
and rented. 


Enter the amount of expenditures for supplies purchased. 
Enter the amount of expenditures for rental of space. 
Enter the amount paid for travel of county committeemen. 


Enter the amount paid for travel of board of directors. 


Cols 


Col. 


Cals 


Cols 


Cole 


Col. 


Col. 


Col. 


Col. 


mas 


30: 
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ya 


333 
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363 


373 
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Enter the amount paid for travel of county performance 
supervisor. —° 3 


Enter the total amount paid for travel. 


Enter the amount of expenditures for aerial survey,if any, 
which cannot be included under compensation, equipment, 3 
supplies, rental,or travel. 


Enter the total of all items of expense approved on Forms F 
ACP-9 and ACP-10 and not previously entered. 


Enter the total expenses for the month as show by the 
approved amount of Form ACP-8. (Note: If‘items were 
suspended but are reclaimable, such items should be included 
on Form NCR-103 with expenses of the month ‘with which such 
items are reclaimed.) The entry in Column 33 should be 
equal to the sum of the entries in Columns 21, 24, 25, 26, 
30, 3l,and 32. 


Enter the amount of ACP-8 as received in the State office. 
Such amount will be the same as the entry in Column 33 except 
in cases where any suspensions were made. 


Enter the amount of ACP-11 received in the State office as 
showm in Line 2 of the approved Form ACP-8.° 


Enter the total expense for the association from March 1, 1937 
to datee Such total will constitute a cumulative total of 
entries in Column 33 of Form NCR-103 for all months beginning 
with March. ' , 


This column has been added for use by the North Central 
Division and no entry need by made in such column by the 4} 
State office. 


. When entries for all counties have béen completed, total all colunns r) 
and show the State total at the bottom of the last page on which data for 
counties werelisted. 


eal 
PREPARATION OF FORM NCR-i03 FOR RANGE COUNTIES 


For County Agricultural Conservation Associations participating in the 
range program, it will be necessary to prcpare a form NOR-103. This form NCR-103 
must be marked "Range Program" and will be in addition to the form NCR-103 pre- 
pared for the State. In determining the oortion of the expenses of the associ- 
ation for the month covered by the report which is properly chargeable to the 
range program, include all items which pertain exclusively to the range program, 
such as county rmge committeemen and comunity range committeemen. For items 
of expense such as secretary, office assistants, equipment, etc., which pertain 
partly to the general program and partly to the range program, include as expenses 
of the range program the approximate amount by which such ‘tems were increased 
due to the range program. This should be determined by use of a percentage figure 
which represents the portion of the total expense which relates to the range pro- 
gram. Using two lines for a county, the fyilowing instructions should be followed 

in completing NCR-103 for rmge countis ¢. 


Col. 1: Enter in Line 1 the name of the county followed by 
the words Ng, of total". 
Enter in Col. 1. Line 2, the word "Anount". 


Gol. 2: Enter in Line 1 the approrimate percentage of the compen- 
sation of the secretary which is chargeable to the range 
program. Enter in Line 2 the result obtained by applying 
such percentage to the entry for the corresponding county 
in Col. 2 of NCR-103 for the State. 


Col. 3: ter in Line 1 the percentage of the days worked and in 
Line 2 the total days workeod by the secretary on the range 
program, obtainred in the came manner as entries in Col. 2. 


Col. 4 and Col. 5: Proceed in the same manner as for Col. 2 ane 
Col. ae \ 


Gol. 6: Enter in Line 1 a dash (-) since the actual amount of compen- 
sation paid to county ranga committeemen can be determined 
and a percentage figure need not be used. 

Enter in Line 2 the amount of compensation paid to the county 
range committeeman and the alternate county range committeeman 
as determined from ACP 9 and ACP 10. 


Gol. 7: Enter in Line 1 a dash (-). 
Fnter in Line 2 the number of persons working as county range 
committeemen, including the alternate. 


Gol. 8: Enter in Line 1 a dash (-). 
Inter in Line 2 the number of days worked by county range com- 
m-tteemen. 


Gol. 9: Enter in Line 1 a dash.(-) since the actual amount of com- 
pensation paid to community range committeemen can be deter- 
mined and a percentage figure need not be used. 
Enter in Line 2 the amount of compensation paid to the 


Col. 


Col. 


Col. 


OGL. 


Col. 


Ol. 


Gol. 


GOL. 


Col. 


Col. 


Col. 
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community range committeemen and alternate community range 
committeemen as determined from ACP 9 and ACP 10. 


Enter in Line 1 a dash (-). 
Enter in Line 2 the number of persons working as community 
range committeemen, including the alternate. 


Enter in Line 1 a dash (-). 
Enter in Line 2 the number of days worked by community range 
committeemen. 


Enter in Line 1 a dash (-). 

Enter in Line 2 the amount of compensation paid to range 
inspectors and assistant range inspectors as determined from 
ACP 9 and ACP 10. 


Enter in Line 1 a dash (-). 
Enter in Line 2 the number of persons working as range in- 
spectors and assistant range inspectors. 


Enter in Line 1 a dash (-). 
Enter in Line 2 the number of days worked by range inspectors 
and assistant range inspectors. 


Enter in Line 1 the approximate percentage of the compensation 

of office assistants which is chargeable to the range program. 

Enter in Line 2 the result obtained by applying such percentage 
to the entry for the corresponding county in Col. 15 of NCR-106 
for the State. 


Enter in Line 1 a dash (-). 

Enter in Line 2 the number of office assistants working on the 
range program as determined from forms ACP 9 and ACP 10 and 
other information transmitted by the county association. 


Enter in Line 1 the percentage of the days worked and in Line 
2 the total days worked by the office assistants on the range 
program, obtained in the manner described under Col. 15, Line ce. 


Enter in Line 1 the percentage of the compensation of persons 
working under the title in Col. 18 which is chargeable to the 
range program. 

Enter in Line 2 the total compensation of persons working under 
the title shown in Col. 18 which is chargeable to the range 
program determined by the method described under Col. 15, Line 2. 


Enter in Line 1 a dash (—) and in Line 2 the number of persons 
working on the range program under the title shown in Col. 1é. 


; Enter in Line 1 the percentage of the days worked and in Line 


2 the total days worked on the range program by persons em- 
ployed under the title shown in Col. 18. 


&) 
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Col. 21: Enter in Line 1 a dash (-). 
Enter in Line 2 the sum of Line 2'of Cols. 2, 4, 6, 9, 12, 
15, and 18. 


Col. 22: Enter in Line 1 a dash (~). 
Enter in Line 2 the sum of Line 2 of Cols. 7, 10, 13, 16, and 
19 after making deductions for duplications. If two persons 
received compensation as secretary and as treasurer, respectively, 
add two persons to the number thus obtained. If one person 
received compensation as Secretary-Treasurer, add one person. 


Col. 23: Enter in Line 1 a dash (-). 
Enter in Line 2 the sum of Line 2 in Cols. 3, 5, 8, 11, 14, 
dirs. 2nd. OU 


Cols. 24 - 25, and 26: Enter in Line 1 the percentage chargeable to the 
range program and in Line 2 the amounts obtained by applying 
such percentages to the entries for the county in the corres~ 
ponding columns of NCR Form 103 for the State. 


Col. 27 and Col. 28: Enter in Line 1 a dash (-). Enter in Line 2 
actual travel expense for range program under each title as 
determined from ACP 9 and ACP 10. 


Col. 29: Enter in Line 1 the percentage of the travel of the county 
performance supervisor chargeable to the range program. Enter 
in Line 2 the amount obtained by applying such percentage to 
the entry for the county in the corresponding column of NOR 
Form 103 for the State. 


Col. 30: Enter in Line 1. a dash (-). 
Enter in Line 2 the sum of Col. 27, Col. 28, and Gols eas 


Col. 31 and Col. 32: Enter in Line 1 the percentages of the entries 
for such items,if any, for the county in the corresponding 
column of NCR Form 103 for the State which are chargeable to 
the range program. Enter in Line 2 the amounts obtained by 
applying such percentages to entries for the county in the 
corresponding columns of NCR Form 103 for the State. 


Col. 33: Enter total cost of range program as dotermined by adding 
Gols. 21, 24, 25, 26, 30, 31, and. 3c. 


Col. 34 ond Col. 35; Enter a dash (-). 


Col. 36: Enter sum of entries in Col. 33 for range program for all 
Forms NCR 103, Range Program beginning with March 1937. 


Col. 37: Leave blank. 
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Supplement No. 1 to 
NCR-State 103 Issued July 8, 1937. 


| 1 | 
UNITED STATES DEPARTMENT OF AGRICULTURE 
ericultural Adjustment Administration] 


1937 AGRICULTURAL CONSERVATION PROGRAM) .. 
NORTH CENTRAL REGION 


LN sy tg yy Hs a ie i st eh 


NCR-State 103 issued June 5, 193% is hereby amended as follows: 


The paragraph beginning "Col. 31" on page 8 is amended to read 
as follows: 


Col. 31: Insert the heading "Other Expenses" and enter the total 
of all items of expense approved on Forms ACP-9 and 
ACP-10 and not previously entered. 


The paragraph beginning "Gol. 32" on page 8 is amended to read 
as follows: 


Col. 22: Delete the words "Other Expenses" where they appear below 
the figures "32" and insert "Amount ACP-9 as Approved". 
Leave the column blank if the sum of Columns 21, 24, 25, 
26,1 oo, and 31 (the total of Form ACP-9 as approved) is 
the same as the amount of Form ACP-8 as approved. If the 
sum of Columns 21, 24, 25, 26, 30, and 31 is ereater than 
the amount of Form ACP-8 as approved or is less than the 
amount of ACP-8 as approved, enter the sum of Columns 21, 
Me ene, OU, ENG ode 


The paragraph beginning "Col. 33" on page 8 is amended to read 
as follows: 


Col. 33: Enter the approved amount of Form ACP-8. The entry in 
Column 33 will be equal to the sum of the entries in 
Columns 21, 24, 25, 26, 30, and Sl except in cases where 
an entry has been made in Column 3. 
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Supplement No. 2 to gi 
NOR-State 103 Issued July 15, 1937. 


UNITED STATES DEPARTMENT OF AGRICULTURE 2 A 
Agricultural Adjustment Administration —~ oo |. 
1937 AGRICULTURAL CONSERVATION PROGRAM JuL 1937 ¥¢ 
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NCR-State 103, issued May 8, 1937, is hereby amended_by adding 
thereto the following: 


‘DERMINATING - “LIABILITY U UE TREASURERS! BONDS, DECREASING 
PENALTY AMOUNT OF - BOUCS, AND SECURING REFUND | OF | UNEARNED PREMIUMS 


The bond of the treasurer of an agricultural conservation associa- 
tion provides protection to the United States as well as to such agricul- 
tural conservation association. ene Form ACP-38, hereinafter 
referred to as the Notice of Termination, can be issucd only by the 
North Central Division as the authorized Sees ntative of the United 
States. The treasurer, the secretary, _or any other official or member 
of a Sophie, association, cannot notify the surety eee of the termina- 
tion of its liability under. a bond for its treasurere Necessary notifi- 
cation, Form PRESS, will be mailed by the North fates Division 
directly to the surety and copies thereof will be forwarded to the State 
Agricultural Conservation Committee. The following procedure in connec- 
tion with terminating liability under treasurers! bonds should | be fol- 
lowed by the County Associations Section: 


1. Termination of Bonds in Cases where New Treasurers have 
been Hlected. 


When approval of the bond of a newly clectcd treasurer is 
received from the North Central Division, the auditing committee should 
perform an audit of the records and accounts of the retiring treasurer 
in accordance with NOCR-Misce Noe 1-37 and thereafter prepare anc trans- 
mit Certification of Audit, NCR Form Letter No. 2. If the entry in) 
line la of NCR Form Letter Noe 2 includes Treasury checks for Mardh, 
1937, or subsequent months, such checks must be itemized, as entrics on 
this form can be properly verified only if the checks are itemized. 


Upon receipt and approval of NOR Form Letter No. 2, the North 
Central Division will transmit to the State office two’copies of Notice 
of Termination, Form ACP-38, one copy of which should be kept in the 
State office files and the second forwarded to the county association 
for its files. The original of Form ACP-38 will be mailed to the 
surety popEety by the North Central Division. | 


Dice monde Terminated because Tyo Bonds were Executed by the 
Same Treasurer in 1936, One of which is Sufficient to 
Meet the Minimum Requirement for the Association. 


If two bonds were executed by the same treasurer in 1936, one 
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of which is sufficient to meet the minimum requirement of the associa- 
tion, a request from the State office for termination of one of the 
bonds as of its anniversary date should be forwarded to the North 
Central Division if the amount of funds paid to the association treas- 
urer for which receipts have not been transmitted to the State office 
is less than the amount of the remaining bonde No request for termina- 
tions at anv time other than anniversary dates should be transmittede 


If the amount of funds paid to the association treasurer in the 
form of association checks from tho Disbursing Office, but for which 
Receipt Forms ACP-11 have not been transmitted to the State office, 
is more than tho. amount of the bond thich will remain in effect, no 
request for termination of the excess bond on its anniversary date 
should be transmitted to the North Central Division. Rather, sufficient 
receipts to bring the outstanding total below the amount of the remain- 
ing.bond should be secured before transmitting a requcst for termination. 


The County Associations Section should prepare and transmit to 
the North Central Division immediately a list of all bonds which are 
to be terminated on their anniversary dates. It should be borne in 
mind that each treasurer must have a bond at least as large as the 
minimum set for the association and that at the discretion of the State 
office or the county association, bonds in excess of the minimum may 
be continued. 


3e Bonds to be Decreased because a Single Bond Executed in 
1936 was in Excess of Association Requirementse 


If the treasursr of a county agricultural conservation associa- 
tion elected in 1936 was reelected in 1937 and the 1936 bond exceeds 
the minimum required bond of’ the association by $500.00 or more, the 
association may request that the bond be decreased by the exccution 
of Rider Noe 2 to Bond Form ACP=15, No request for a decrease in the 
penalty amount of a bond shall be made prior to the anniversary date 
of the bond. No request should be transmitted if the amount of funds 
paid to the association treasurer as association checks, but for which 
Reccipt Form ACP=11 has not been transmittcd to the State office, ex- 
ceeds the penalty amount of the minimum bond required. The request 
should be withheld until sufficient receipts have been transmitted to 
bring the outstanding total below the amount of the bond which will 
remain in effect. 


Upon receipt of a request for a decrease in the penalty amount 
of a treasurer's bond, the State Committee should check the status: of 
the receipts of the association and if it 1s found that liability 
under the bond can satisfactorily be decreased, the State office should 
forward to the association four copies of Rider No. 2 to Form ACP-15 
for execution. At the same time the State office should forvyard to 
the county association a memorandum authorizing the execution of the 
decrease rider and stating clearly the amount to which the bond may 


Ay 
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be decreased. Upon receipt of such a memorandum of suthorization, the 
association treasurer should transmit to the surety agent the memoran- 
Gum of authorization from the State Committee and four copies of 

Rider Noe 2 to Form ACP-15. These rider forms should be executed in 
the same manner as the original Bond Form ACP-15. The original and 
first carbon, both fully signed, should be forwarded to the State Com- 
mittces One carbon copy of the rider should be retained by the surety 
agent and one copy by the county association for its filese 


Upon reccipt of the properly executed Rider Noe 2, sucn forms 
should be examined in the State office and if found to be satisfactory 
and properly. executed, should be forwarded to the North Central Divi- 
sion for approval. 


Two copies of the notice of approval of the decrease rider 
will be forwarded to the State Committee upon approval of such form 
in Washington. One copy should be maintained in the files of the 
County Associations Section and the other mailed to the association 
for its records. 


4. Refund of Unearned Premiums on Treasurers' Bondse 


When the rate of $5.00 per thousand was assigned to bonds of 
treasurers of agricultural conservation associations by the association 
of surety companies, a provision was made that the first year's premium 
should be considered fully earned and that no refund should be mace for 
bonds terminated before being in cffect for a fullyear. Some companies, 
including some of those which are not members of the association of 
surety companies, are willing to refund the unearned premium on a bond 
regardless of the date of terminatione The Notice of Termination, Form 
ACP-38, provides that refund premiums should be mailed directly to the 
new treasurer of the county association. Each refund so received for 
any agricultural conservation bond should be reported on the nex 
Voucher Form ACP--8, line 1(c), as a collection, supported by a momoran- 
dum explaining the source of the collectione In the case of bonds in 
excess of $1000.00, upon which a second annual premium is paid and 
which are terminated before the completion of the second year anc in 
the case of bonds decreased by use of Rider No. 2 after the premium 
has been paid, sureties should refund to associations the amount of 
unearned premium. 


A record of all bonds terminated or decreased should be main- 
tained in the County Associations Section and periodical checxups 
made to determine that surety companies are making the required refunds 
and that associations are reporting such refunds as collections on 
Voucher Form ACP-8. 
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NOR-State 103, issued May 8, 1937, ig hereby amended by adding 
thereto the following: pee 
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CROPLAND MEASURED, AND COUNTY ADNINISTRATTVE EXPENSES OF 


THE; 1936 AGRICULTURAL CONSERVATION PROGRAM. 


DATA WITH RESPECT TO NUMBER OF FARMS MEASURED, ACRES OF _ 


The six tabulations comprising part of this supplement and 
mimbered respectively Table 1, Table.2, Table 3, Table 4, Table 5, and 
Table 6, dealing with the association cost of administering the 1936 
Agricultural Conservation Program, are based on the same data as the 
Charts used at the Chicago conference held the last week in June, ad- 
justed for minor changes in available data. *s 


Table No. 1 furnishes a comparison by States of the total 
number of farms measured, total acres of farm idand in farms measured, 
average acreage farm land per farm, total acres of cropland in farms 
measured,and the ratio of cropland to land in farms. 


‘Table No. 2 furnishes a comparison by States of the number of 
agricultural conservation associations, the average number of farms 
measured per association, the average number of acres of cropland 
measured per assotiation,and the. average acreage of cropland per 
measured farm. | rst , 


These tables are provided for the purpose of furnishing a basis 
upon which to compare the various States in order that the data relat- 
ing to the cost of the Program may be more comprehensible. It is 
impossible to point out’ ‘all ‘differences between counties and States 
and all factors relating to such differences. No two adjoining counties 
are sO nearly alike that they can be considered as exactly comparable. ° 
Consideration of large areas such as States, makes the problem even more 
difficult. However, the size of farms, the ratio of cropland to total 
lond in farms, the number of farms per association, and the acres of 
cropland per association, offer a partial explanation of many of the 
differences between States. No attempt has been made to compare the 
degree of efficiency of the administration of the Program as between 
States and there is no satisfactory basis available upon which to. © 
measure the status of the Prograa at the end.of the period covered by 
these tables, namely, February 28, 1937. | ) 
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In Table No. 3 there is shown the total payments by States and 
the total association expenses by States for the period, March 23, 1936, 
through February 28, 1937. Also, the ratio of association expenses to 
total payments, the association expenses per measured acre, and the 
assOclation expenses per farm measured are shown in the form of State 
averagese In examining the association expenses per acre measured, it 
is noted that South Dakota, the State with the lowest cost, is also 
the State with the largest number of acres of cropland measured per 
association, as well as the highest average acreage of cropland per 
farm. Nebraska, which stands second in association expense per acre 
measured, also shows the second largest number of acres of cropland 
measured per association and the second largest acreage of cropland 
per farm. Ohio, Michigan, and Indiana, which are among the highest in 
association expense per acre measured, show the smallest number of 
acres of cropland measured per association, as well as the smallest 
number of acres of cropland measured per fam. 


In examining the association expenses per farm measured, it is 
nated that the difference between States is much less marked than is 
the.case in the cost per acre measured. While the per acre cost in 
the State with the highest per acre cost was approximately four and 
one~half times as high as the per acre cost in the Stete with the 
lowest per acre cost, the State with the highest cost per farm shows 
.a cost somewhat less than double that in the State with the lowest per 
farm cost. This is explained in part by the fact thnt a large mimber 
of items of association expense are practically the same for a small 
farm as for a large farm. It will be noted that several States, such 
as Indiana, Missouri, and Wisconsin, which show a cost considerably 
above the regional average on a measured acre basis, are well under the 
regional average on a'per farm basis. 


Table No. 4 shows the relative importance of different budget 
items of expense in the various States. For the region as a whole, 
farm reporters and aerial survey accounted for approximately 45% of 
association expense; while county committee expense amounted to 117% 
of the total; community committee expense, 17.9% of the total; and 
office assistants, secretary, and treasurer, 18.2% of the total. The 
State with the lowest percentage of expense gOing for county committee, 
namely, Missouri with 6.9% used slightly more than one-third as large 
a percentage for that item as did the State with the highest percentage, 
which was South Dakota with 18.0%. This can be explained in part by 
the fact that the low expenses in South Dakota as compared with other 
States were due to a low cost for Other items rather than for county 
committee. The percentages used refer only to expenses within one 
State; consequently, a showing of the same percentage by two States 
does not mean that the cost in the two States was similar. The North 
Central Division is of the opinion that one county committeeman should 
be in the county office of each association, except véry- small associa- 
tions, during periods when a considerable number of farmers may call 
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at the county office for information, In this way an informed farmer- 
committeeman will always be on hand to answer questions relative to 

eny problems pertaining to the Program. The North Central Division 

is also of the opinion that it. is not necessary for two or three members 


_ of the county committee to spend practically their entire time in the. — 


county office when the work at hand can be done by one committeeman. 

On the basis of these suggestions, it might be well for the State Com- 
mittee to analyze the amount of expenses devoted to county committeemen 
in 1936 to determine whether or not improvement canbe made in the 
utilizetion of the services of county committeemen or & saving made in 
the amount spent for county committeemen in the State. aha’, 


The percentage of total expenses devoted to community committeemen 
varies much less than the percentage for county committeemen. In some 
States community committeemen have not devoted sufficient time to the 
Program so that they are fully informed and. can sorve in an educational 
capacity in their own communities at all times. At the Chicago confer~ 
ence held in the last week of June, the community committeeman was 
referred to as the "forgotten man", With three community committeemen 
for each community, every day spent by such committeemen results in a 


great increase in total expenses. However, if the denocratic principles 


of the Program are to be fully carried out, some incrcese in expenditures 
for community eommitteemen would appear to be justificble in certain 
States. 


In the case of some associations, the work of farm reporters and 
community committeemen wes not strictly differentiated on expense 


accounts and there may be some discrepancies in these two items for that 


reason, While farm reporters: and aerial survey required on the average 
44,9% of all money spent for essociation expenses, there is a variation 
from 36.6% in the lowest cost State to 49,4% in the State showing the 
highest percentage of total going for this item. In general the highest 
percentage of total expenses, as well as the highest amount per acre, . 
was required for farm reporters in States showing a relatively low ratio 
of cropland to total land in farms and a relatively’ small acreage of 
cropland per association and per farn. 


In showing the cost for office assistants, the cost for secretary 
and for treasurer hes been included since office assistants perforn.” 
services in some associations which are performed by the secretary and 
the treasurer in others. Iowa, the State showing the lowest percentage 
of total expenses for office help, is also one of the highest in the 
percentage used for county committee. This same relationship, however, 
does not hold with respect to Michigan and Wisconsin, which are low 
in county committee cost relative to total cost, as well as being some- 
what below the average in the percentage of total cost being used for 
office assistants. Nebraska, which is-the highest in the percentage of 
total cost being used for office assistants, is also considerably over 
the regional average in the percentage used for county committee. It 
is recognized thet there is some variation in the division of work as 


between farm reporters ak office assistants, - aot wouka eppear Te Cron 
some explanation for the lower percentage for office help in. Michigan © 
and Wisconsin, and the higher perce ness’ cost: in’ Nebraska, . 


Travel, REA and equipment, and all Biter expenses account ‘ 
for a very: sans percentage of total expenses in all’ States. As might be” 
expected, the travel cost: is the highest ‘in States with the largest: ; 
farms end the greatest distances between farms, end the lowest. in ‘Statedt. 
with sma ell gas located close ‘ogether. . 


“Peble ne. 5, which shows the State average association expense per 
acre of cropland measured and the distribution of such expenses by budget © 
items; “shows a regional. average. of 10.3 cents per measured acre as the” 
total of association expenses. The’ range-in’ States of the North Central 
Division on a per acre measured basis is' from 4.3 cents to 19.9 cents. 
Distribution of total expenses by budget items varies widely between 
States, partly because of varying conditions within the various States 
and ‘pa ores because of varying methods of dividing the work as between 
county and community committeemen, farm reporters, and office assistants. 
The per measured acre basis provides a somewhat more accurate method of 
comparing costs for farm reporters than for committeemen and office 
assistants. However, the amount of time required to learn the work as 
a farm reporter is just as great for counties with a-.small measured 
eacresge in which reporters work but a few days, as for counties having 
a large acreage in which reporters work for a long period. Also, with 
very few exceptions associations and farms with relatively low acreages 
of cropland are also the associations and farms upon which the ratio of 
cropland to total land is the lowest and the fields are the smallest and 
most irregular. 


Table No. 6, showing the State average association expenses per 
farm measured and the distribution of such expenses by budget items, 
-lists a regional average cost of $9.77 per measured farm. ‘The various 
States range -from.$7.26 to $13.42, which as previously stated is a much 
narrower range than that shown ona per measured acre basis. 
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Supplement No. 4 to | AUG 24 1937 


NCR-State 103 Issued July 29, 1937. 


NH heh Bye 


[ SRE oh So Oe het pa 
UNITED STAPES--DEPARTMENT—OF—AGRI CULTURE 
Agricultural Adjustment Administration 


1937 AGRICULTURAL CONSERVATION PROGRAM 
NORTH CENTRAL REGION 


NCR-State 103, issued June 5, 1937, is hereby amended’ by adding thereto 
the following: 


USE OF RIDER NO. 3 TO BOND FORM ACP-15 FOR CORRECTING NAMES AND 
INITIALS OF ASSOCIATION TREASURERS. 


The attention of the North Central Division has been called to the 
desire of some State Committees to correct the names and initials of 
association treasurers as they appear on bonds executed in 1936. Such 
State Committees report some difficulties in securing the correct names 
and initials on vouchers since the general rule is that vouchers mst be 
prepared showing the christian name and initials of association treasurers, 
whereas names and initials on vouchers must also be identical with those 
appearing on treasurers’ bonds. In cases where new treasurers have been 
elected, the correction in name and initial has been made when new bonds 
were executed. In the case of 1936 treasurers reelected in 1937, there 
has been no opportunity to make the correction since Bond Form ACP-15 is 
continuous in form and remains in effect during 1937. 


Rider No. 3 to Bond Form ACP-15 has been prepared for use in such 
cases. The North Central Division does not require that it be used in all 
cases where 1936 bonds do not show the christian name and initial of the 
association treasurer. It is, however, recommended that it be used in all 
cases where any difficulty is being experienced with names and initials of 
treasurers. This form is for use in casés coming under the following 
Classifications: 


A. Single Bond Executed in 1936. 


1. A single bond was executed in 1936 for an association trea- 
surer. 


2 Such bond did not. show the complete christian name and 
initial of the treasurer. 


3. The treasurer has been reelected in 1937. 


4, The bond is not being terminated, but is being continued in 
effect, and is being decreased by the use of Rider Nos 2. 


5. The bond is not being terminated, but is being continued in 
effect, and is not being decreased by the use of Rider No. cd. 


B. 


Two Bonds Executed in 1936. 


te 


2.1m 


Je 


4. 


De 


7. 


Two--bonds were executed in 1936 for.an association treasurer. 


Such bonds did not show thé complete christian name and 
initial of the treasurer. | 


The treasurer has been reelected in 1937. 


| Neither of the bonds is, being terminated; both are being 


continued in offect, but one of such bonds is being 
decreased by the-use of Rider No. dc. | 


Neither of the bonds is being terminated; both are being 
continued in effect end. neither of such bonds is being 
decreased by the use of Rider No. 2. | 


One of the bonds is being terminated while the other is 
being continued. in effect, but is being decreased. by 
Rider Noe 2. ; , 


one of. the ponds.is being terminated: and the’. bond continued 


in effect is not being ase teased by Rider No. 2. 


In all cases where Rider No. 6 is. ieiced and two Donde are 5 bate con 
tinued in effect for one treasurer, a separate rider should be executed for 
each bond in order that there may be no discrepancy in the name and initial 
of the treasurer as shown on such bonds. . ; 


Cs 


D. 


Change of Name of Treasurer... 


1. 


Le 


The association treasurer has changed her name due to her 
marriage or divorce since the original bond was ‘executed. 


The name of the association treasurer has been changed as 
a result of proceedings for change of name since the original 
bond was emecuted. 


Preparation of Rider No. 3 to Form ACP-15. 


1. 


Re 


de 


Prepare in quadruplicate (original and three copies). 


Enter in line 1 the name of the county, and in the first 
part. of line 2, the name of the State. 


Enter in-line 3, following the words "amount of", the 
penalty amount of the bond as it appears on the original 
instrument. 


Ss 


6. 


7. 


8. 


-~ oe 


Enter in line 3, following the word "executed", the name of 
the month and the day of the month, and following the 
figures "193", the appropriate number for the year during 
which the bond was executed. 


Inter in line 4 following the word "by", the name and 
initial of the principal (the treasurer) exactly as they 
appear on the original bond. 


Enter in line 4 following the word "and! and in line 5, 
the name of the surety as it appears on the original bond. 


Enter in line 8, following the word "from!', tho name of 
the principal as it appears on the original bond. 


Enter in line 8 following the word "to" the correct 
christian name and initial of the association treasurer. 
The christian name should not be abbreviated, but should 
be spelled out in full. In the event that the treasurer 
customarily uses his christian name preceded by an initial, 
rather than followed by an initial, the name in such form 
wlll be considered correct. 


If Rider No. 3 is being executed because the association treasurer 
has changed her name due to her marriage or divorce since the original bond 
Was executed, her christian name and initial and present surname should be 
shown. For example: If the treasurer's name appears on the original bond 
as Mary A. Jones, and she has since married Robert L. Smith, the correct 
name end initial should be Mary A. Smith or Mary A. Jones Smith. The 
husband's name preceded by Mrs. should never be used. 


9. 


10. 


ll. 


Enter in lines 11 and 12 in the spaces provided therefor 
the date the rider is exccuted. 


The treasurer of the association shall affix his signature 

in the space provided for the signature of the principal 

and the agent of the surety company shall affix his. signature 
in the space provided therefor. The treasurer shall affix 
his signature exactly as his name is typed in line 8, follow 
ing the word "to". 


The signature of the principal (the treasurer) mst be 
witnessed by two parties and the corporate seal of the 
surety company must be affixed in the spaces provided therefor. 


E. Distribution of Rider No. 3 to Form ACP-15. 


Distribute Rider No. 3 to Form ACP=-15 as follows: 


le 


Original and one copy to State Office. 


te 2 


One 2 eon, to surety agent. 


eg eg 


ee cory to neonate files. 


. State: office will retain one copy and forward the original 
to the Director. of the North Central Division of ‘the 


Agricultural Adjustment Administration. 


(Examination of Rider No. 3 in the State Office. 


eon mene of Rider No. 3 in duplicate, the State office 


will-examine such form and determine that the form was 
prepared in accordance with the procedure set forth herein 
and will also determine that no changes, alterations, or 
erasures of any kind were made on the rider. If ey such 


_ changes, alterations, or erasures appear, the State office 
will return the rider to the county office for reexecution. 


Pg 


ee ee 


OM 


Supplement No. 5 to Dep 
NCR-State 103 “Issued August 2, 1937 
— —— 
UNITED STATES DEPARTMENT OF AGRICULTURE 
_ Agricultural Adjustment Administration 


1937 AGRICULTURAL CONSERVATION PROGRAM 
NORTH CENTRAL REGION 


NCR-State 103, issued June 5, 1937, is hereby amended as follows: 
At the end of subsection f, page 4, there is added the following: 


g. The County Association Section is authorized to approve 
or disapproved requests for transfer of funds from the re- 
serve item in the budget to a regular budget classification 
or from one budget classification to another. Instructions 
should be sent to county associations regarding requests for 
such transfers which should be transmitted to the State Com- 
mittee by the county committee in all cases where the amount 
provided under a budget classification has been exhausted. 
Hach request pertaining to the items for salary and travel 
of county committeemen must be supported by a copy of the 
minutes of the mecting of the board of directors at which 
action was taken requesting such transfers. All other re- 
quests for transfers may be made by the county committee 
without a meeting of the board of directors. 


Changes in the rates of compensation provided in the budget 
(within the range of rates provided by the North Central Div— 
ision) may be approved by the board of directors at any regu— 
lar meeting, to take effect at the beginning of the succeed- 
ing calendar month. 


The paragraph beginning "Col. 35" on page 8 is amended to read as 
follows; 


Col. 35; Delete the word "Recd" where it appears below the fig- 
ure "35" and insert the word "Approved!!. Enter the amount 
of Form ACP-11 approved in the State Office. If all re- 
ceipts transmitted with Form ACP-8 were epproved, the 
entry will be the same as the emount in line 2 of the 
approved Form ACP-8. If exceptions were taken to Receipt 
Form ACP-11 as received and such form was approved for less 
than the amount for which it was received, the entry will 
be the same as the entry in line 2, "Correct Amount" col- 
umn, Section II, ACP-37. 


ee 


The paragraph beginning "Col. 36" on page 8 is amended to read as 
follows: 


Col. 36: Delete the word "Expense! where it appears in the heading 
of column 36 and insert the words "Approved ACP-8's." 
Enter the cumulative total of entries in column 33 of 
Form NCR-103 for all months to date beginning with March. 


There is added at the end of page 8 the following: 


The total of Col. 36 should be compared with the records 
of the State accountant and mst agree with the total of 
county association expense payments shown for the period 
which corresponds with the period included in the total 
OF CoOL. SG: 


re 
ra pe 4 r) fies ee | 
Supplement No. 6 to LO een g sy September 7, 1937. 
NCR-State 103. Ce soa at 


' " it 


UNITED STATES ‘DEPARTMENT OF AGRICULTURE 
Agricultural Adjustment Administration 
} 


t wl 
1937 AGRICULTURAL CONSERVATION PROGRAM 
NORTH CENTRAL REGION 


Supplement No. 2 to NCR-State 103, issued July 15, 1937, is hereby 
amended as follows: 


1. Page 1, first paragraph, the date "May 8, 1937" is deleted and 
the date "June 5, 1937" is inserted in liew thereof. 


2e Page 3, second paragraph beginning on page 2 under the heading 
"3e Bonds to be Decreased because a Single Bond Executed in 1936 was in 
Excess of Association Requirements", the last two sentences thereof are de- 
leted and the following is inserted in lieu thereof: 


"Enter a comma following the word "COUNTY" in the first line of 
the heading of Rider No. 2 to Form APC-15 and enter the name of the State 
in the second line preceding the word "AGRICULTURAL", Enter following the 
word |\"EXECUTED" appearing near the top of Rider No. 2 to Form ACP-15 the cate 
of execution of the relatéd Form ACP-15 appearing on such Form ACP-15 in 
the line reading, "Sealed with our seals and dated this__ day of 

_in the year one thousand nine hundred and thirty te 

Attention is called to the fact that the date following the word "EXECUTED" 
is the date of the execution of the related Form ACP-15 and NOT the date of 
the execution of the Rider. Enter in the blank space on Rider Noe 2 to Form 
ACP—15 following the wrds "As of" the date upon which Rider Noe 2 to the 
related Form ACP-15 is to become effectivee In most cases this date will be 
the anniversary date of the execution of the bond. The original and the 
first carbon, after being fully signed, should be forwarded to the State 
Committee. The second carbon copy of such Rider should be forwarded or de- 
livered to the surety company. The third carbon should be filed in the 
county agricultural association office." 
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R igs ed September 29, 1937, 
NOR-State 103 \ + 9.9, 1937 


\ Wi S. of: 

UNITE STATES DEPARTMENT OF- AGRICULTURE 

Agric ltural Adjuginent-Atmini stration 

1937 AGRICULTURAL CONSERVATION PROGRAM 
NORTH CENTRAL REGION 


Subsection f of NCR-State 103, issued June 5, 1937, is hereby 
amended to read as follows; 


f. No association should be permitted to increase the amount of 
its tentative maximum budget total established by the State Committee, 
unless such association furnishes the State Committee with good and 
sufficient reasons for increasing the 1937 budget total beyond such 
maximums The County Associations Section is authorized to approve or 
disapprove replacement budgets which provide for amounts in excess of the 
amount of the association bucget previously approved, provided, the 
amount of the replacement budgetSis within the State allotment for 
association expenses. A "replacement budget" is one which increases the 
total amount of the budget originally approved and is not one which only 
Changes the amount for particular items within the budget without affecting 
the total amount of the budget. Such replacement budgets must be accompa- 
nied by minutes of the mecting of the board of directors at waich they 
were adopted and shall provide for all expenses of the association from 
March 1, 1937, through February 28, 1938, No supplemental budgets shall 
be approved. 


If it becomes necessary for an association to transmit an expense 
voucher or vouchers in excess of the amount of the approved oudget, and 
there is not sufficient time for a meeting of the board of directors to 
be held for the purpose of adopting a replacement budget, the County 
Associations Section igs authorized to grant a tentative increase in the 
association budget, pending a meeting of the board of directors. Such 
tentative replacement budgets shall not be considered as final. One copy 
of each replacement budget approved by the State Committee, shall be for- 
warded to the North Central Division. Tentative replacement budgets 
should not be forwarded to the North Central Divisione 
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Agricultural Adjustment Administrati nye NOV 18 1937 
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Supplement No. 7 to NCR-State 103, issued September 29, 1937, is 
hereby amended to read as follows: 


All expenses of county associations from March 1, 1937, to February 28, 
1938, inclusive, will be used in determining the amount of deduction to be 
made from applications for payment under the 1937 program. The principal 
. Work of the association for the period ending February 28, 193%, will be: 
(1) the execution of Forms NCR-203; (2) completion of summaries of perfor- 
mance and applications for payment; (43) establishment of 1938 goals for indi- 
vidual farms; and (4) conducting a farn—to-farm canvass and e3 cecuting inten- 
tion forms for 1938. Forms NCR-203 will be completed during November and 
December. Summaries of performance and applications for payment should also 
be completed during December. It is contemplated that county committees will 
establish farm goals during January. This will involve the preparation of 
listing sheets. The farm-to-farm canvass or drive, which will be carried on 
for the purpose of acquainting all producers with the details of the 1938 
Agricultural Conservation Program, as well as for the execution of intention 
forms for 1938, is to start in time to assure its completion before spring 
work begins. For most counties, therefore, the community committees will 
be conducting this canvass in February. 


As soon as the work of executing Forms NCR-203 in accordance with 
instructions contained in Form NCR-202 has progressed sufficiently so that 
an accurate estimate can be made of the cost of completing Forms 203 for all 
farms in the county, the counties are sufficiently familiar with the instruc— 
tions contained in NCR-115 so that an accurate estimate can be made of the 
cost of handling summaries of performance and applications for payment, and 
a reasonably accurate determination has been made of the cost of establish-— 
ing goals for individual farms and conducting the farm-to-farm canvass, the 
amount of each county association budget should be carefully checked with 
the probable requirements of the association through February 28, 1938. 


The amount of the final replacement or final revised budget is the 
amount of expenses of the association from March 1, 1937, through February 28, 
1938, which will be used in determining the ae eynre for administrative 
expenses under the 1937 program. Only one payment will be made to each 
signer in a county of a 1937 application for payment instead of two payments 
as were made under the 1936 program. No payments can be made ina county 
until there is completed a final estimate of the total amount of expenses 
from March 1, 1937, to February 28, 1938, inclusive, approved by the North 
Central aed clon. and the rate of deduction for association expenses has 
been determined, 
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An adjusted allotment should be made by the State Committee to each 
association, based on indications of the total needs of the association 
from March 1, 1937, to February 2S, 1938, inclusive. Such new association 
allotments should then be presented to the boards of directors by a repre- 
sentative of the State Committee and field men. Assistance ghould be 
given to county associations by the State Committee and field men in pre- 
baring necessary replacement budgets and necessary revised budgets. A 
"replacement budget" is one which increases or decreases the total amount 
of the budget originally approved and is not one which only changes the 
amount for particular items within the budget without affecting the total 
amount of the budget. A "revised budget" is one which does not increase 
or decrease the total amount of the budget. originally approved, but does 
change the amounts for particular items within the budget. All replace- 
ment budgets and revised budgets must be completed not later than December 


15, 1937. 


A State list by counties of the amounts of all replacement and all 
revised budgets shculd be forwarded to the North Central Division for 
approval of the amount of each final budget as soon as it is completed. 

Such list must be approved by the North Central Division before deter-— 
mination can be made of the rates to be used in making deductions for admin-— 
istrative expenses from payments under the 1937 program. A copy of each 
replacement budget should be forwarded to the North Central Division as 

soon as it is completed, but need not accompany the State list. It is not 
necessary to forward to the North Central Division copies of revised budgets. 
Upon receipt and approval of the State list, the North Central Division will 
make any necessary adjustments in the allotment to each State for county 
association expenses. 


If it becomes necessary for an association to transmit an expense 
voucher or vouchers in excess of the amount of the approved budget before 
a replacement budget has been prepared and approved, the State Committee 
is authorized to grant a tentative increase in the assoCiation budget, i 
pending approval of a replacement budget. Such tentative replacement 
budgets shall not be final and should not be forwarded to the North Central 
Division. 
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Supplement No. 8 to NCR-State 103, issued November 2, PSs 


hereby amended as follows: 7 
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Supplement “No. 8 to NCR-State 104, page 1, last paragraph is amended 
to read as follows: 


The amount: of the final revised or final replacement budget shall 
constitute the amount of expenses of the county association from March l, 
1937, through Fobruary 28, 1938, and shall be used in determining the 
rate of deductions for administrative expenses of the county association 
under the 1937 -program. Only one payment will be made to each signer 
in a county of a 1937 application for payment instead of two payments 
as were made under the 1936 program. No payments can be made in a county 
until a finol éstimate of. the total amount of expenses from March l, 1937, 
to February 28, 1938, inclusive, is approved by the State committce, and 
the rate of deduction for association expenses has been determined. 


Supplement No. 8 to NCR-State 104, page <, the second paragroph thereof 
is deleted. | ) 


Supplement’ No. 8 to NCR-State 104 is amended by adding at the ond thereof 
the following: | 


Before the anount of any finol revised or final replacement 
budget can be used in the determination of the rates to be uséd in 
making deductions for county association expenses under the 1937 program, 
the amount of such:final revised or final replacement budget mast be 
approved by the State committee. Immediately after the final revised 
or final replacement budget is approved by the State committec, copies 
of such budgets should be sent to the North Contral Division. Upon 
receipt of the copies of such final revised or final replacement 
budgets, the North Central Division will make any necessary adjustments 
in the allotment to cach State for county association expenses. 


Upon receipt of a request from the Application for Payment 
Section for data necessary to dctermine the rates to be used in making 
deductions for ndministrative expenses of any county association, the 
County Associations Section shall prepare and furnish to the Application 


Oh eae 


for Pazment Section the following information: 


ne The anount of the final revised or final replacement pudget for 
such association as approved by the Stato committee. 


b. The title and the amount of any credit for such association for 
any special surveys or programs designated by the North Central 
Division. The title and the amount of any such credits will be 
obtained by the County Associations Section from the State 
committee. Information with respect to such credits will be 
furnished to the State committee by memorandum from the North 
Central Division. 


Tie foregoing information shall be prepared in duplicate. Both 
copies of such information shall be dated ana signed by the person in 
charge of the County Associations Section. The original thereof shall 
be forwarded to the Application for Payment Section and the copy thereof 
shall be filed in the County Associations Section. 


After Form NGR-129 has been prepared for a county association 
by the Application for Payment Section, a signed and dated copy thereof 
will be furnished to the County Associations Section for its files. 
On the fifteenth and last day of cach month a memorandum shall be 
prepared and transmitted to the North Central Division with respect 
to such forms NGR-129, Such memorandum shall contain data for the 
associations for which forms NCR-129 have been received by the County 
Associations Section during the period for which such memorandum is 
prepared. In such memorandum the following information shall be 
included: 


a. Nome of the association for which NCR-129 was received. 


‘be. The rate of deduction certified on NCR-129. This rate shall be 
obtained from NCR-129, Table III, item 4. 


c. The total estimated gross payments for the association. This 
amount shall be obtained from NCR-129, Table I, item 16. 


he date that such NCR-129 was approved by the State chairman. 
This date shall be obtained from the certification at the end 
of NOR-129. 
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UNITED STATES DEPAF 
AGRICULTURAL ADJUSTMENT ADMINIS’ 


1937 AGRICULTURAL CONSERVATION PROGRAM 
NORTH CENTRAL REGION 


Supplement No. 9 to NCR-State 103 issued December 4, 1937, 
is hereby amended as follows: 


Delete the figures 104 wherever such figures appear 
in the amendatory language of amendments 1, 2, and 3 
end insert in lieu thereof the figures 103, 
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NCR-State 103, Revised AS Poi ae Issued April 23, 1937. 


UNITED STATES DEPARTMENT OF AGRICULTURE. | 
AGRICULTURAL ADJUSTMENT ADMINISTRATION ; RE 
NORTH CENTRAL DIVISION fy 
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CONSERVATION ASSOCIATION. 


The work described in Sections I, III, IV, V, and VI of this 
procedure shall be performed in the Application for Payment Section under 
the supervision of the person in charge of such section. All forms 
submitted in connection with county administrative expenses shall be 
received in the Receiving and Files Unit and when dated and assembled 
therein shall be- forwarded to the designatéd administrative officer. 
If administratively approved, such forms will be forwarded to the 
Examination Unit. Thereafter, the examination of such forms shall be 
performed in the Examination Unit; the computing and review thereof 
shall be performed in the Computation Unit; and payments shall be 
scheduled on Form 1064 in the Schedule Unit. 


.[. Receiving and Files Unit. 


A. Prepare a county progress record, RF-1, for each association 
in the State, as follows: : 


1. Enter’ in the upper right-hand corner in the spaces provided 
therefor, the State and county code and the name of tne 
‘State and county, respectively. 


2e Enter immediately beneath the title "County Progress Record", 
the words "County Administrative Expenses". 
‘ie 
3- Delete the words "Priority Block" in column (a) and insert 
in lieu thereof the word:"Statement". 


4. Délete the words "Lot No." in column’ (bd) and ‘insert in 
* lieu thereof the word "Month". 


5. Delete the words "To Entry Unit" in column (e) and insert 
in lieu thereof the words "Administrative Officer". 


6. Delete the letters "G.A.O." in column (h) and insert 
in lieu thereof the letters "D.0.". 


B. Upon receipt of a set of Forms ACP~8, ACP-9, ACP-10, ACP-11, 
ACP-l2, and other related forms and papers, stamp the date of 
receipt on all such forms and papers. 


C. Stamp on one copy of Form ACP-8, ACP-9, ACP-10, and ACP~11, 
the words "Return to County Association". 


D. Attach to the Forms ACP-8, ACP-9, ACP-10, ACP-11, and ACP-1le 
and canceled checks, if any, submitted by an association: 


i 


7 


ee 
1. The file copy of ACP-19 for such association 
&. The file’copies of ACP+8, AOGP-9, and ACP-10 covering the 


period next preceding the pefiod for which ACP-8 (the current 
voucher) is submitted, . 


_ Enter the following information on RF~1; 


ite Enter in column (a) the statement number appearing in the 
upper right-hand corner of ACP-9. 


2. Enter in’column (b) the name of the month for which the 
current voucher is submitted. 


3. ‘Enter in column (c) the date stamped on the set of Forms 


ACP-8, ACP-9, and ACP-10 covering the current period. 


Forward ACP-8, together with related forms ani papers to the 
designated administrative officer and enter the date forwarded 
in column (e) of RF-1. ” 


As ACP-8 and related forms are released from one unit to another, 
RF-3 will be prepared in duplicate by the person designated in 
the unit releasing the forms and signed by the designated pérson 


in the unit receiving the forms. Such receipt will show the unit 
to which the forms were released, the date such forms were 


released, and the State and county code and statement number 

of the forms released. The original of the receipt form will 

be forwarded to the Receiving and Files Unit and the copy retained 
by the unit releasing the set of forms. Upon receipt of such 
receipt, the designated person in the Receiving and Files Unit 
will post the date of release in the appropriate column of RF-1 

so that it will be possible at all times to determine the unit 

in which any particular set of forms is located. 


Distribution of forms: 


1. Upon receipt of ACP-8 and other related forms and 
papers from the Payment Schedule Unit, distribute 
them as follows: 


a. Forward to the Regional Disbursing Office; 


) Original of ACP-8. 
) One copy of ACP-8a, 
)) “Origitialiar cro. 
) Original of BOP. he 
)” Original of “AcP-11 .(with signatures of payées). 
) Original of Forms ACP-12, if any, (with 
signatures of payees).. 
) . Canceled checks, if any. 
8) First copy of ACP-37, 
) Original and three copies of Form 1064, 


é 


(10) 


(iy) 


Lee. 


All powers of attorney submitted in connection 
with ACP-ll. 

Receipts, invoices, bills, and other supporting 
“documents submitted in connection with ACP-9, 


b. Forward to the association: 


A) 
(2) 
(3) 


(4) © 


One copy of ACP-8a 

One copy of ACP-9 

One copy of ACP-10 . 

One copy of ACP-11 (If one copy other than 
the original has the signatures of the payees 
thereon, such Copy should be forwarded to the 
association) 


‘One copy of ACP-12, if any. 
Original and one copy of ‘ACP- 37. 


et. Forward to the ‘State accountant: 


aay 


One copy of Form 1064. 


d. Retain the remaining copies of all forms in a 
_ pending file in the State office. 


<- The Regional Disbursing Office will] return one 
copy of ACP-8a and one copy of Form 1064 to the 
State office. Upon receipt of these forms, 
transfer the data which were entered by the Dis- 
bursing Office on the returned copies, to the 
copies of such forms in the pending file and 
distribute them as follows: 


a. Forward to the State accountant 
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The copy of ACP-8a returned by the 
Disbursing Office . 

The copy of Form 1064 returned by the 
Disbursing Office. 


in the State office files 


One copy of ACP-8a 

One copy of ACP-9 

One copy of ACP-10 
One copy of ACP-11 

One copy of ACP-12 
The copy of ACP-19 

One copy of ACP-37 

ae copy of Form 1064, 


I. Enter in column (h) of RF-1 the date such forms are 


forwarded to 


the Disbursing Office. 


” 


am, y, ; 


J» Upon receipt of copies of ACP-8a and Form 1064 from 
the Regional Disbursing Office, enter in columns (m) 
and (n), respectively, of RF-1.the Disbursing Office 
voucher number and the date such voucher was paid, 


II. Administrative Examination. 


The chairman of the State committee should designate 
One or more persons in the State office, one of whom should 
be a member of the State committee, who shall make an 
administrative examination of statements of expense sub- 
mitted by associations. Such person or persons should be 
familiar with the requirements of the various associations 
in the State. This examination should be made for the purpose j 
of maintaining relative uniformity between associations with 
respect to association expenses and also for the purpose of 
determining that individual items of expense, -as well as the 
total expense for the associations, are reasonable. If the 
administrative officer desigrated by the State chairman approves 
the forms as submitted, he shall sign the original of ACP-8 
in the space provided for the signature of the State Executive 
Officer, strike out the word and symbol "for $ |" immediately 
above his signature, and forward ACP-8 and related forms to 
the Examination Unit. In the event the designated adminis- 
trative officer does not approve any particular item of 
expense, he should attach to the related forms, before signing 
them as State Executive Officer and before forwarding them to 
the Exainination Unit, a memorandum stating which items of 
expense are to be disallowed. If the administrative officer 
feels that the items disallowed are of such importance that 
the entire voucher should be disapproved, he should not 
forward the voucher and related forms to the Examination Unit 
until all administrative objections are removed. Such ob- 
jections should be removed by correspondence or conference 
with the officials of the association and by the sub- 
mission of new forms, if necessary. 


Prepare RF-3 listing thereon the forms which are to be released to é 
the Examination Unit as follows: 


A. Prepare RF-3 in duplicate (original and one copy). , ( 


B. Enter after the words "Released to", the name of the unit to 
which the forms are released. 


C. Enter after the word "Date", the date such forms are released. 


D. List in column (a) the State and county code of all sets of forms 
which are being released at one time. « 


E. Enter in column (b) the "Statement No." of each set of forms 
listed in column (a). 


oa 


“at GB 


F, Obtain the signature -on both’ copies of RF-3 of the person 
designated in the orp "Bigeo ade net ooo zo ries 


G. Do arel the isin of BF- 3 to the Receiving and Files Unit 
and. eves the SeET a 


iG Oz “Examination Unit: 


A. Determine that the association has forwarded to the 
State. office the following forms: 


ii AcP-8 (original) 

os ioe da (these copies) 

3. ACP-9 (original a two uty 
4, ACP-10 (original and two copies) - 
5. ACP-11 (original and two copies) | 


6. ACP-12 (original and-two copies) where receipt was 
not obtained on ACP-11 


7. Canceled checks - where receipts could not be 
obtained on ACP-11 or ACP-12 


8. ACP-37 for previous period, if any, (one copy). 


B. Examine ACP-11 as follows and delete those items appear- 
ing thereon which have not been receipted for in accordance 
with the procedure hereinafter set forth: 


1. Determine that the "Receipt No." and "Code No." 
appearing on ACP-11 correspond with the "Statement No." 
and "Code No.", respectively, appearing on the copy 
of ACP-9 submitted for the same period. Make such 
corrections as are necessary. 


2. Determine that the other data entered in the top 
part of ACP-11 have been properly entered. Make such 
corrections as may be necessary. — | 


3. Determine that for each name appearing in the first 
column of ACP-11, there is an amount in the. second 
column and a signature in the third column or if 
there is no signature in the third column that there is 
an ACP-1le or a canceled check present covering such item. 


4, Determine that the names and amounts appearing in columns 
one and two, respectively, of ACP-11 correspond with the 
names and amounts (approved items only) appearing in 
columns one and nine, respectively, of ACP-9 or ACP-10 
covering the same period. If the amount is less than that 


De 
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appearing on ACP-9 or ACP-10, determine that the difference 
is adequately explained and if the amount is greater than 
the amount appearing on ACP-9 or ACP-10, delete such item, 


Determine that the signature in column 3 of ACP-11 
corresponds with the name appearing in column 1 of ACP-9 
or ACP-10. The receipt shall be considered acceptable 
irrespective of minor differences in spelling so lone as 
it can reasonably be determined that the signature and 
name are that of the same person, Where ACP-12 or a 
canceled check is submitted in lieu of a signature in 
column 3 of ACP-11, a notation should have been made in 
column 3 of ACP-11 to the effect that ACP-12 is attached 
or that a canceled check is attached, Make such notation 
if necessary. In such cases, check the signatures on 
ACP-12 or the name(s) of the payee(s) on the canceled 
check(s) against the name(s) appearing in column (1) of 
ACP-9 or ACP-10. 


If the signature in column three of ACP-11 or the signature 
on ACP-l2 is that of a person other than that appearing 
in column one of ACP-9 or ACP-10, a power of attorney must 
have been submitted signed by the person whose name 
appears in column one of ACP-9 or ACP-10, authorizing the 
person whose signature appears on ACP-1l or ACP-12 to 
receive the check. <A power of attorney need not be sub- 
mitted where an officer or employee signs ACP-11 or 
ACP-12 on behalf of a firm or corporation, which firm or 
corporation is listed as a claimant on ACP-9. The person 
signing for a firm or corporation must sign the name of 
the firm or corporation followed by his om name and 


title, for example, Joe Brown & Company, Tom Brow, Secretary. 


If the signature of a payee on ACP~11 or ACP-12 is by 
mark, such signature must be witnessed by two persons. 


Determine that ACP-11 has been signed by the treasurer 

of the association in exactly the same style as his 
signature appears on the bond. If the treasurer failed 

to sign or if his signature is not in the same style as 
that appearing on the bond, return ACGP-11 to the Treasurer 
for signature. 


Submit ACP-11 to a computing clerk who will prepare and 
attach an adding machine tape for the figures appearing 
on ACP-11 in the column headed "Amount" and return 
ACP-11 to the examining clerk. The computing clerk 
will not add those figures which have been deleted. 


Check the total on the adding machine tape against 
the total of the second column of ACP-11, If there 
is a discrepancy check the individual items on 

the adding machine tape against the individual 
items appearing in the second column of ACP-1ll, 


11. 


le. 
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Meke such corrections as may be required in the 
total of the second column of Acp-1ll. 


Determine that the total of the acceptable 

receipts is equal to the amount shown on line 9 

of the copy of ACP-8 covering the period for which 
such receipts were submitted or that any difference 
between such totals is accounted for in the memoran- 
dum over the signature of the president or secretary 
of the association explaining such difference. If 
the total of the acceptable receipts is not equal 

to the amount shown on line 9 of ACP-8 and the dif- 
ference is not accounted for as an overclaim, the 
balance may be accounted for temporarily by a show- 
ing on the part of the treasurer of the association 
that it was impossible to procure receipt(s) for such 
balance due to reasons or circumstances beyond his 
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If receipts for certain items appearing on ACP-1l are 
found to be unacceptable, or if the amount show in 
column (9) of ACP-8 covering the period for which 


' receipts were submitted, has not been fully accounted 


for, prepare a letter to the treasurer of the associ- 
ation for the signature of the certifying officer. 


Such letter should 


a. Identify the ACP-11 to which exception has been 
taken, 


b. Set forth the deficiencies in such ACP-ll, 


ec. Request the treasurer of the association to pre- 
pare and submit a supplemental or corrected ACP-ll. 


When it has been determined that the amount appearing 
on line 9 of ACP-8 for a previous period has been 
fully accounted for, stamp on the office copy of such 
ACP-8 "Funds accounted for." The examining clerk shall 
enter his initials immediately beneath the stamped 
notation. If the amount appearing on line 9 of such 


: ACP-8 has not been fully accounted for, enter in the 


lower left-hand corner of ACP-8 opposite the space 
provided for the signature of the certifying officer, 
the following: 


Amount to be accounted for $ 
Amount accounted for Nae 
Balance to be accounted for $ 


Enter in the first blank space the amount appearing on 


line 9. Enter in the second blank’ space the amount for 


{ 
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which acceptable. receipts have been obtained plus the 


-amount, if any; for which receipts need not be submitted. 


Enter in the third blank space the difference between 
the entry in the first blank space and the entry in the 
second blank space.) When supplemental receipts are re- 
ceived, covering the "balance to be accounted for," 
stamp on the office copy of ACP-8 "Funds accounted for." 


“The examining clerk.shall enter his initials immediately 


beneath the stamped notation. 


If there is on file an ACP-8 which has not been stamped 
"Funds accounted for" which was paid 60 days or more prior 
to the last day of the current period, the current voucher 
(ACP+8) shall not be approved until there has been a 


- proper accounting for the funds provided for under the 


60-day old voucher, except where the treasurer of the 


“association has made a showing that receipts covering 


"the balance to be accounted:for" could not be obtained 
due to reasons or circumstances beyond his control. 


Ce Examine ACP-9 and ACP-10 as follows: 


Detérmine that the entries at the top of ACP-9 and ACP-10 
have':been properly made. If any of these entries are 


incorrect, make the necessary corrections in red ink. 


a. The "Statement No.'! is the number assigned to the 
form by the county office. Forms ACP-9 and ACP-10 
for April, 1937, will be assigned number "B-2"; forms 
prepared for May will be assigned number "B-3"; etc. 
Supplemental claims or reclaims for expenses incurred 
during previous periods may be submitted with expense 
statements ACP+9 and ACP-10 for the current period. 
Supplemental‘ claims or reclaims for each previous 
period will appear on separate sheets of ACP-9 or 
‘ACP-10' and will bear the statement number of ACP-9 
or ACP-10 covering the current period followed by the 
word "Supplemental" or "Reclaim," as the case may be. 
For example:. If in connection with the May expense 
statement, there is submitted on a separate sheet of 
~ACP-9 or ACP-10 a reclaim for April and a supplemental 
‘-Glaim for March, the sheets of ACP-9 or ACP-10 upon 
which such claims are shown will bear statement numbers 
"B-3 Reclaim" and "B-3 Supplemental," respectively. 


b. The "Sheet No." refers to the number of the sheet in 
‘2 the ‘set of Forms ACP-9 and ACP-10. For example: 
If there are two sheets of ACP-10 and an ACP-9, the 
sheets of ACP+1LO will be numbered 1 and 2, respectively, 
and the ACP-9 wili be numbered 3. 


. ¢.. ‘The. entry in the space provided for "Total Sheets" 


will correspond with the sheet number of ACP-9; that 
is, if the sheet number for ACP-9 is "3", the total 
number of sheets in the set will be "3". 


a? 
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The "Code No." will be the State and county code. 


The entry over the blank space entitled, "Agricultural 
Conservation Association or Committee of Producers!" 
will be the name of the county agricultural conserva 
tion association. | 


The entry in the blenk space over the word "County" 
will be the name of the county in which the associ- 
ation is located. — 


The entry in the blank space over the word "State" 
will be the name of the State in which the associ- 
ation is located. 


The entry in the blank space following the words 

"For month of" will be the name of the month for which 
the expense statement is submitted. This entry on 
sheets containing reclaims or supplemental claims 

from previous months will be the name of such previous 
month. 


The entry in the blank space following the word "Date" 
will be the date on which the form is prepared. 


Make the following determinations with respect to ACP-10 
and that part of ACP-9 entitled, "Personal Services for 

Use of Automobile on Mileage Basis". Where a correction 

is authorized herein draw a light line through the original 
entry on the original and.all copies of ACP-9 or ACP-10 

and insert the correct entry in the nearest available space 
in red ink. If any item cannot be agproved, suspend such 
item by drawing a line through such item. 
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If the nome of a claimant does not appear in column 
(1) opposite each amount shown in columns (3) to (9), 
inclusive, delete such item as well as the correspond- 
ing entry in column (9). ‘The claimant's name may be 
regarded as acceptable even though the middle initial 
in such name is omitted. 


Determine that the dates upon which service was 
performed have been entered in colum (3). Where 
consecutive days are claimed, the first and last 
dates, inclusive, will be considered sufficient. 
If fractional days are claimed, the fraction will 
be shown in parentheses after such date. If 


service was performed on Sundays or holidays, there 


must appear a notation indicating that services 
were actually necessary and were verformed for 

the association on those days. If such a notation 
does not appear on the form, a separate certifica- 
tion by the secretary or president of the associ- 
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ation will be required. Determine whether a 
claimant's name appears more than once in column 
(1) of ACP-9 or ACP-10 and if so whether there 
is any duplication in the dates for which claims 
for services are made. If a supplemental claim 
for an individual is included, exercise special 
care to make certain that claim for a date or 
dates listed in the supplemental claim has not 
also been included on ACP-9 or ACP-10 for the 
period to which such supplement pertains. If 
duplications in dates are found, disallow the 
claim for compensation for such.date in all 
places where such date appears. 


Determine that the number of days shown in column 
(4) is equal to the number of days for which 
dates are reported in column (3). 


(1) If the mumber of days reported in column (4) 
-ig in excess. of the number reported in column 
(3), reduce the number in-column (4) 
accordingly. 


(2) If the number of days reported in column (4) 
'-is less than the number reported in column 
(3), do not correct the error but place an 
asterisk(*) opposite the erroneous item. 


Determine that the "Rate. per Day" shown in column 


(5) of ACP-9 and ACP-10 is not in excess of the 
rate specified in ACP-19. 


(1) If the "Rate per Day" shown in column (5) 
is in excess of the rate specified in ACP-19, 
correct the rate in column (5) accordingly. 


(2) If the "Rate per Day" shown in column (5) 
is less than that specified in ACP-19, do 
not change the rate. 


Determine that the person meking the claim for 
automobile travel is a county committeeman, 
county performance supervisor, or a member of 
the Board of Directors, and that the rate per 
mile for automobile travel, as shown in colum 
(7) of ACP-9 and ACP-10, is not in excess of the 
rate specified in ACP-19. 


(1) If the "Rate per Mile" as show in column 
(7) is in excess of the rate specified in 
ACP-19, correct the rate per mile shown in 
column (7) accordingly. 
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(By are the "Rate per Mile" shown in column (7) 
is less than that specified in ACP-19, do 
not change. the rate. 


Make the following determinations with respect to 
that part of ACP-9 entitled, "Miscellaneous". If 
any item listed on ACP-9 or a commercial invoice 
cannot be approved, suspend such item by drawing 
a line through such item. 


a. Suspensions by administrative officer - Make 
all corrections indicated by the designated 
administrative officer. 


of $1.00, which have been paid by officers or 
employees of the association with their personal 
funds. Such receipts must be signed and mst 
give a detailed description of the purchase, 
including the name of the person who paid the 
claim. 


ec. Bank charges - for che¢king accounts and 
of the bank. In such cases a bank debit 
slip must be attached. 


d. Postage - All claims for expenditures for 


postage must have been entered in the name of 


(1) the person who made the purchase from 
the Post Office. (Such claim must be 
supported by a receipt from the Post- 
master or other representative of the 
Post Office), or 


(2) the organization from which the postage 
was purchased, if the bill for stamps 
has not been paid. (Such claim mst be 
supported by an itemized invoice), or 


(3) the officer or employee of the association 
in: cases where such person personally paid 
for postage bought from some organization 
other than the Post Office. (Such claims 
mist be supported by an itemized receipt 
signed by a representative of such organ- 
ization.) 
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(1) Claims for telephone service and toll 
calls charged to the telephone of the 
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association must be entered in the name 
of the telephone company and itemized 
invoices must be attached. 


(2) Where claims for telephone services or 
toll charges. were not charged to the 
telephone of the association, such claims 
must be entered in the name of the 
organization or person billed by the tele- 
phone company and must be supported by an 
itemized list of cherges from the telephone 
company, setting forth service charges and 
toll calls to be paid by the association. 
Where the telephone company does not fur- 
nish a duplicate copy of the original in- 
voice, a true copy in duplicate must have 
been prepared and certified by an official 
of the organization which was billed by the 
telephone company, and by an official of 
the association. One copy must be attached 
to ACP-9. 


(3) If telephone calls were made from pay 
stations, the claim for such calls must be 
entered on the statement in the name of the 
individual making the calls. If the total 
amount was over $1.00, and no receipt could 
be obtained a memorandum supporting this 
entry should be prepared showing the date, 
whom called, subject and amount. The 
memorandum must be signed by the individual 
making the calls and approved by an officer 
of the association. 


(4) Charges for telegraphic service must, in 
all cases, be supported by copies of the 
messages which must show the date of sending. 
If the cost of a telegram exceeds $1.00, 
in addition to a copy of the telegram, there 
mst be submitted the copy of the receipt. 
A copy of the telegram bearing a receipt 
thereon is acceptable. Charges for tele- 
graphic service may not be approved if the 
telegram for which the claim is made does not 
pertain te the business of the association. 


Commercial bills or inveices ~- must be attached in 
support of purchases or commercial services for 
amounts exceeding $1.00. 


(1) Such bills or invoices should have been itemized 
as to the number of units purchased, cost per 
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unit, and total cast. If the number of units 
“and ‘unit cost,is not shown on the invoice, a 
breakdown mast be shown on ACP-9.° 


. (2) .Such bills or invoices should have been‘ submitted 
“+ on billheads of ‘the firm and must have been dated. 
If not submitted on billheads, the signature of 
an authorized representative of the firm from 
which the purchase was made, together with such 
‘person's title, must appear. 


gz. Where suppliés or equipment have been purchased, or 

equipment rented from an officer or employee of the 
association, the claim must not be allowed unless 
there is attached a certification of the president or 

secretary of the association, indicating that the 
supplies or equipment were necessary and that the 
eduipment rented or purchased, or supplies purchased, 
were not otherwise available, and that such equipment 
or supplies were personally owed by such employee or 
officer. ; 


h. Rentals.--Where equipment, or office or storage space is 
rented, all claims for the rental thereof must show the 
inclusive dates for which such rental is claimed. 


1% Coupon books.--No claim shall be approved for coupon books. 


4, Determine that all erasures or corrections made in the county 
office on ACP-9 and ACP-10 ‘have been initialed by the president 
or secretary of the association or the persons acting in their 
stead who certified ACP-9. 


5. Determine that ACP-9 has been certified by the president, 
vice-president, or acting president and secretary or acting 
secretary of the association, If one or more of the re- 
Quired officers failed to certify the form, suspend the 
entire set of forms. 


D. Examine ACP-8 as follows: 


1, Determine that the entries at the top of ACP-8 have ‘been 
' properly made, If any of these entries are incorrect, 
‘make the necessary corrections in ink. 


a. The "No." in the upper aes corner of the form 
is the number assigned to such form in the association 
office. The ACP-8 for April,1937, will be assigned 
"B-2 April"; the form for May will be assigned "B-3 
May", etc. The State and county code will have -been 
entered immediately under the number. Such information 
on ACP-8 should agree with the entries after "Statement 
No.", "For Month of", and "Code No." on the related set 
ek Forms ACP-9 and ACP-10. 
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b. The entry opposite fu.s.! should be" a a ae 
North Central wa 1h, CaS 


Ca) gutver. Ox ees Se the word Wapnopriaeiony 
"126/72215(21)3 CRUALRDA 1936-37 (PA)", for the periods 
up to and including June 30, 1937. A°’hew appropriation 
symbol number will be furnished for subsequent periods. 


d. The entry opposite "The United States, Dr., To: should 
be the name of the treasurer of the association followed 
by the abbreviation, "Treas.", the name of the county or 
counties included in the association, and the abbreviation, 
"Co. ACA". For example, "John A. Doe, Treas., Adams Co. 
ACA. The name of the treasurer must agree with the name 
of the treasurer as indicated on the bond executed by 
him. Such name shall be checked against the "Listing of 
Approved Treasurers Bonds". If the treasurer is not 
bonded, Se ACP-8 Asebosileag forms. 


e. The entry opposite "Address" SAUL be the address of 
the association. 


Determine that line 6 of ACP-8 has been changed to read as 


follows: 


"Amount of expenses for period (as per ACP-9 attached)" 
Correct if necessary. ; 


Determine that the president, vice-president, or acting 
president and secretary or acting secretary of the associ- 
ation have signed in the spaces provided for their certifi- 
cation. Suspend the voucher if one of the required officers 
failed to sign. 


Determine that the administrative officer has signed in 

the space provided for ‘the signature of the State executive 
officer and that the word and symbol "For $ '" appear- 
ing immediately above his signature have been deleted. 

Make the deletion if necessary. 


Determine that the entry on line 1(a) of ACP-8 is the same 
as that on line 3 of ACP-8 submitted for the previous - 


period, if such entry on line 3 was correct. If such entry 


on line 3 was incorrect, determine that the entry on line 
l(a) of ACP-8 is the same as the entry in Section II of 
ACP-37, for previous period, on line 3 of the column headed 
"Correct Amount.!! 


Determine that the entry on line 1(b) of ACP-8 is the 
amount of the check issued for the previous period. If 


the check for the previous period had not been received 
_at the time the current voucher was submitted, a zero 


should have been entered on line 1(b) of ACP-8. If two 
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checks were received. since. the. submission of ACP-8 for the 
previous period, determine’ that ACP-8 for: the current period 


} 


shows the number and amount of éach check on line Ti 


7. The amount appearing on Seine l(c) of ACP-8 will represent 
' collections made by the treasurer of the association since 
the submission of the previous voucher (ACP-8). When an 
entry appears on line l(c), determine that there is attached 
to ACP=8 a memorandum from the president or secretary of the 
association explaining the source of such collections. 


8. The amount appearing on line 5 of ACP-8 will represent the 
unobligated balance. Such balance will include amounts aris- 
ing from 


a. collections 
b. overclaims 


c. cases in which the check for a previous period has not 
been received 


d. cases in which it was not possible to approve ACP-8 for 
the previous period for the amount shown on the correspond- 
ing sets of ACP-9 and ACP-10, as corrected. 


If the balance includes only items under a and b, it will not 
be preceded by a minus sign. If it includes only items under 
c and d it will be preceded by a minus sign. If it includes 
items from several sources, the amount attributable to each 
source will determine whether the entry will be a positive or 
negative figure. When an entry appears on line 5, determine 
that there is attached to ACP-8, a memorandum over the signa- 
ture of the president or secretary of the association fully 
explaining the unobligated balance. 


9. Determine that all erasures or corrections made in the county 
office appearing on ACP-8 have been initialed by the president 
or secretary of the association or by the persons acting in 
their stead who signed ACP-8, 


H. Release ACP-8, ACP-9, ACP-10, and related forms to the Computation 


Unit, and prepare RF-3 as set forth in the last paragraph of Sec- 
tion II. 


IV. Computation Unit. 
A. Computations in connection with Forms ACP~9, ACP-10, and ACP-1l. 
1. Rule of fractions.--Fifty hundredths of a cent or less shall 


be dropped and fractions in excess of fifty hundredths shall 
be considered a whole cent. 


a ae 
Forms ACP-9 and ACP-10.+-If :in verifying the computed 
entries-on ACP-9 and -:ACP-10, it-is determined that a 
computed entry is in excess of the amount which should 
have been entered; delete such entry and insert the 
correct entry in:the. nearest available space.:.’ The 
correction shall be made on the original and-all copies 
of ACP-9 and AGP-10 in red ink. If it is determined 
that a computed entry shown on ACP-9 or ACP-10 is less 
than the amount which should have been ‘ghown, do not 
correct the erroneous entry appearing in column (4), (6), 
or (8), or column (9) opposite miscellaneous items on the 
original or any of the.copies of ACP-9 and ACP-10, but 
enter an asterisk (*) immediately opposite such entry. 
However, where an entry in column (9) of ACP-10 or in 
column (2) of ACP-9, except that part thereof entitled 
"Miscellaneous", is less than the correct amount and it 
appears that such erroneous entry was the result of the 
incorrect addition of columns (6) and (8) or an incorrect 
transfer from such columns, delete the erroneous entry 
and enter the correct entry in red ink in the nearest 
available space on the original and all copies of ACP-9 
and ACP-10. Where the total of column (9) of ACP-10 or 


.. the entry opposite the words "Brought forward" on ACP-9 


or the total of column (9) of ACP-9 is less than the 
correct amount due to an error in addition of column (9) 
or transfer to such column, delete the erroneous entry 
and enter the correct entry in red ink in the nearest 
available space on the original and all copies of ACP-9 
and ACP-10. 


ae Verify the computed entries on ACP-10 and that part 
of ACP-9 entitled, "Personal Services and Use of 


Automobiles on Mileage Basis" as follows: 


(1) Determine that the entry in column (4) is equal 


to the total number of days reported in column (3). 


(2) Determine that the entry in column (6) is equal 
to the product of the entry in column (4) times 
the entry in column (5). 


(3) Determine that the entry in column (8) is equal 
to the product of the entry in column (7) times 
the rate per mile shown in the heading of 
column (7). 


(4) Determine that the entry in column (9) is equal 
to the entry in column (6) plus the entry in 
column (8). 


(5) Determine that the Sears entered in column (9) 
of ACP-10 opposite the words "Total forward!" is 
equal to the sum of the correct entries in 
column (9) of ACP-10. 
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(6) Determine that the entry in column (9) of ACP-10 
- opposite the words "Total forward" has been - 
transferred correctly to column (9) of ACP-9 
opposite the words "Brought forward." If the 
total of column (9) of. ACP-10 has been corrected, 
correct the entry opposite the words "Brought 
forward" on ACP-9 accordingly. 


Verify the computed entries on that part of ACP-9 
entitled, "Miscellaneous" as follows: 


(1) Determine in all cases, where the quantity and 
price per unit is shown on ACP-9, that the entry 
in column (9) is equal to the product obtained 
by multiplying the entry in the column headed 
"Quantity" by the entry in the column headed 
"Price per Unit." 


(2) Verify all computations on commercial bills and 
invoices. If such computations indicate that 
the corresponding entry on ACP-9 should be lowered, 
delete such entry and enter the corrected entry in 
the nearest available space. If such computations 
indicate that the corresponding entry on ACP-9 
should be raised, do not correct the erroneous 
entry, but enter an asterisk (*) immediately 
Opposite such entry. 


Total of ACP-9, 
(1) Determine that the entry in colunn (9) opposite 


the..word "Total" igs equal to the sum of the 
corrected entries in column (9). 


Form ACP-8, 
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Corrections. required in connection with ACP-8. 

If in making the determinations outlined in this 
paragraph 3 it is determined that a mathematical 

or typographical error has been made in making the 
entries on lines 1 to 7, inclusive, of ACP-8, make 

no correction on ACP-8 or any of the copies thereof, 
but prepare Section II of ACP-37 so as to reflect in 
the column headed "Correct amount" the items on ACP-8 
as approved. For example: 


(1) If the entry appearing on line 3 of the previous 
voucher was $100; that figure should have been 
entered in line l(a) of ACP-8. However, assume 
that the figure of $90 was entered on line l(a) in 
place of $100, In.that case the entry on line 
1(a) of the column headed "Correct Amount" in 
Section II. of ACP-37 would be $100, and the entries 
on line 1(d), line 3, and line 5 would be raised 


(2) 


(3) 


(5) 


Se Sie 


$10 over ‘the corresponding entries in the column 
headed "Amount. Claimed on ACP-8". 


If receipts were submitted with ACP-8 (Current 

Voucher) aggregating $100.00 that figure should 

have been entered on line 2 of ACP-8. However, 

assume it is found that receipts amounting to 

$20.00 are not acceptable. In that case, the entry 

on line 2 of the column headed "Correct amount" in . 
Section II of ACP-37 would be $80.00 and the 

entries on lines 3 and 4 of such column would be 

raised $20.00 over the corresponding entries in Fe 
the column headed "Amount claimed on ACP-8", 


If the entry on line 3 of ACP-8 (Current Voucher) 

is $100.00 and the entry on line 4 is $80.00, the 
entry on line 5 should be $20.00. However, assume 
that due to an error in subtraction the figure $30.00 
appears on line 5 in lieu of the correct figure 

of $20.00. In that case, the entry on line 5 of the 
column headed "Correct amount" in Section II of 


- ACP-37 would be $20.00 and the entry on line 7 


of such column would be raised $10,00 over the 
corresponding entry in the column headed "Amount 
claimed on ACP-8"! 


If the entry on line 4 of ACP-8 (Current Voucher) 

was $500.00 and such entry represented obligations 

which could not be paid because the check for the 

previous period was not received and the entry on 

line 3 was zero, the entry on line 5 would be minus 
$500.00, If in such case the entry on line 6 was 

$300.00, the.entry on line 7 would be $800.00 (the 

sum of the entries on line 6 and line 5 disregarding 

the minus sign on line 5). Assuming that the State 
committee has approved payment of the previous w) 
voucher in the amount of $500.00, the entries in 
the column headed "Correct amount" for lines 4, 5, 
6, and 7 in Section II of..ACP-37 should be the same t) 
as the entries in the-.column headed "Amount claimed 

on ACP-8" and the entry in the "Correct amount"! 

column on line 8 should be the amount of the check 

for the previous voucher, namely, $500.00, 


If the total amount appearing in column (9) of 

ACP-9 is $100.00 that figure should have been 

entered on line 6 of ACP-8 (Current Voucher). rc) 
However, assume that it was necessary to correct 
the entries on ACP-9 so that the corrected total 

thereof is $80.00. In that case, the entry on 

line 6 of the column headed "Correct amount" in 


Section II of ACP-37 would be $80.00 and the entry 


on line 7 of such column will be lowered $20.00 
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-under the’ corresponding entry in the column 


(3) 


(4) 


(5) 


(6) 


) 


-headed "Amount claimed on ACP-8"!, 


the computations on ACP-8 as follows; 


‘Determine that. the total for item 1 of ACP-8 


is equal to the sum of the entries on lines l(a), 
Lia ces hatah WM Go rd 


Determine that the entry on line 2 of ACP-8 is equal 


to the correct total(s) of column 2 of ACP-1l submitted 


with the current voucher (ACP-8). 


Determine that the entryon line 3 of ACP-8 is equal 
to the entry on line 1 less the entry on line 2, 


The entry on line 4 of ACP-8 will represent the amount 


of unpaid obligations for previous periods existing 
at the time the current voucher was submitted. 


(a) An item of expense becomes an obligation 
of the association when such item is approved 
by the certifying officer on ACP-9 
or ACP-10. An item of expense ceases 
to be ‘an obligation of the association 
when the amount thereof is included 
on line 2 of ACP-8 approved by the 
certifying officer and is supported 
by an acceptable receipt or is included 
on line 5 of ACP-8 as an unobligated 
balance, and such unobligated balance is 
supported by a satisfactory memorandum of 
explanation over the siguature of the 
president or secretary of the county 
association, 


Determine that the entry on line 5 of ACP-8 

is equal to the entry on line 3 less the entry 

on line 4. If the entry on line 3 is less than 

the entry on line 4, the entry on line 5 should 

be the entry on line 4 less the entry on line 3, 
such difference to be preceded by a minus sign (-). 


Determine that the entry on line 6 of ACP+8 is 
equal to the correct total of column 9 of ACP-9. 


Determine that the entry on line 7 of ACP-8 is 
equal to the entry on line 6 less the entry on 

line 5. If the entry on line 5 is preceded by a 
minus sign (+), the entry on line 7 should be the 
sum of the entries on line 5 and line 6 (disregard- 


ing the minus sign (-) ). 
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If it was:necessary to use ACP-37 in connection 


with the computations on ACP-8, complete the 


preparation of such form as follows: 


(a) Prepare ACP-37 Ngchedule of Exceptions" 


, in-quadruplicate (original and turee copies). 


(bo) Enter in the wpper right-hand corner in the 


space over the word "State" the name of the 
State in:which the association is located. 


(c).: Enter in the space over the word "County", 
the name of the county in which the 
association ig located.” | 


(a) Hnter in the space over the words "No. of 
voucher", the number assigned to ACP-8 in 
‘the county office. 


(e) Enter in the space over the words "Period 
- Covered" the name of the month shown on the 
related set..of Forms ACP-8. 


(f).. Enter. in the space over the words "Treasurer, 
County Agricultural Conservation Association", 
-the name of the treasurer. 


(g).- Bnter -in the space over the words "Post Office 
: Address", the address of the association office. 


(a): -Meke entries in Section I of ACP-37 as follows: 


(a-1) - Enter in Section I the individual 
so... dbems an-ACGP.9 and ACP-10 which have 
either been reduced or suspended. 
Such items should be identified by 
entering the name’ of the claimant and 
+ his: title, if: any, shown in columns 
(1) and (2). 


_ (a+2). Indicate immediately opposite each 
; such item the amount by which column 
(9) of ACP-9 or ACP-10 is being reduced, 
and state the reason for such reduction. 
Indicate those items which cannot be 
reclaimed. 
(a-~3): When. all items: which have been suspended 
-- or reduced have been entered in Section 
I, enter: the :total amount by which column 
(9) of ACP.9 is being reduced. 


(a-4) In the case of items which can be re- 
claimed if the necessary information is 


é 
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submitted and items marked with an asterisk(*) 
on ACP-9 or ACP-10, explain definitely 

the information required to render such 

items reclaimable and the exact manner in 
which reclaims should be entered on Form 
AGP_9 or, ACP—10. 


(a-5) Where the total of column (9) of ACP-9 has 
been corrected upward and ACP-8 could not 
be approved in an amount sufficient to pay 
all obligations of the association existing 
at the time the current voucher was certified, 
it should be explained that the difference 
may be shown on line 4 of the next voucher as 
unpaid obligations. In such cases, it should 
be explained that it will not be necessary 
to claim such difference on a supplemental 
ACP-9 or ACP-10, and that the receipt form, 
ACP~11 should be prepared in accordance with 
the corrected entries on ACP-9 and ACP-10. 


4. Form ACP-ll. Prepare and attach an adding machine 
tape to ACP-11 for the items appearing in column (2) 
thereof and return ACP-11 to the examining clerk. 
Add only those items which have not been deleted. 


B. Review of Forms ACP-8, ACP-9, ACP-10, ACP-11 and ACP-37. 


1. When all computations in connection with ACP-8, ACP-9, 
ACP-10, and ACP-1l have been completed, such forms 
should be. given to a designated review clerk who shall 
review such forms as follows; 


a. Review the examim tion and computation work in 
accordance with the instructions hereinbefore 
set forth and make such corrections as are neces- 
sary. If in the opinion of the review clerk too 
many errors have been made in connection with a 
set of forms, or if a necessary form is missing 
6r a necessary form has not been properly certified, 
ACP-8 (Current Voucher) shall be suspended in its 
entirety. In such cases, the review clerk shall 
prepare a letter of suspension to the secretary of 
the association for the sigrature of the certify- 
ing officer pointing out the corrections which are 
necessary and requesting the submission of a 
corrected form or set of forms. 


b. If it was. not necessary to prepare ACP-37 in con- 
nection with the computations of tne items on ACP-8, 
enter on line 9 of ACP-8 (Current Voucher) the 
entry on line 7 and enter a zero on line 8. How- 
ever, if ACP-37 was prepared and all checks for 
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previous periods had been received by the ‘e 
association enter on line 9 of aCP-8 (Current 

Voucher) the entry on line 7 of the column 

headed "Correct Amount" in Section II of ACP-37 

or the entry on line 7 of ACP-8, whichever is 

the smaller. Enter on line 8 of ACP-8 (Current 
Voucher) the difference between the entry on 

line 9 and the entry on line 7 thereof. If 

ACP-37 wes prepared and the check for all previous 
periods had not been received, enter on line 

9 of saCP-8 (current voucher) the entry on line 7 

.of the column headed "Correct Amount" in Section 

II of ACP-37 or the entry on line 7 of AOP-8, 
whichever is the smaller, less the amount of any rs 
checks which have not been received for previous v 
periods. Enter on line 8 of aCP-8 (current 

voucher) thé difference between the entry on 

line 9 and the entry on line 7 thereof. 


c. Initial the State office copy of aCP-8a and 
aCP-37, if any, and forward aCP-8 and related 
forms to the certifying officer. 


d. The certifying officer shall sign ACP-8 in the 
space provided for his signature and affix his 
title immediately thereunder. The certifying 
officer shall also date, sign,and enter the name 
of the State office on ACP-37, if any. The name 
and title of the certifying officer shall be typed 
on all copies of ACP-8a and the name of the cer- 
tifying officer, the name of the State office, 
and the date shall be typed on all copies of 
ACP-37, if any. | 


e. When ACP-8 and ACP-37, if any, have been signed 
by the certifying officer, forward them to the 
Payment Schedule Unit and prepare RF.-3 as sot 
forth in the last paragraph of Section II. 


V. Payment Schedule Unit. s 


A. 


Prepare Form 1064 as follows: 


1. 


Le 


Prepare Form 1064 in sextuple (original and five copies). 


Fill in the top part of the form in accordance with the 
procedure applicable to the preparation of ACP-22. 


Assign bureau schedule numbers to Forms 1064 covering 
county administrative expenses in the same series as 
that. used for Forms AvP~22.. 


AS 


All Forms ACP-8 which are ready to be scheduled may be 
scheduled on one set of Forms 1064. 


{ 
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5. Make no entries in the first two columns of Form 1064. 


6. Hnter in the third column the number appearing on the 
second line in the upper right-hand corner of ACP-8 
preceded by the State and county code number. 


7. Enter in the fourth column the name of the treasurer, 
his title as it appears on ACP-8, and the address of 
the association office. 


8. Enter in the fifth column the symbol and title of the 
appropriation "126/72215(21)3 C&UALRDA 1936-37 (PA)". 


9, Enter in the last column the amount shown on line 9 of 
ACP-8 ° 


10. Enter in the last line of -the last column the total 
amount approved, which amount shall be the total of 
the individual items entered in the last column of 
Form 1064, 


ll. An adding machine tape showing the total of all 
entries on line 9 of each ACP-8 which was scheduled 
on a set of Forms 1064 shall be attached to such set 
of Forms 1064. 


B. Review of Form 1064, 


1. Determine that all entries have veen made as set forth 
in the preceding paragraph. 


2. Determine that the total on the adding machine tape 
agrees with the total on the last line in the last 
column of. Form 1064. If the amounts do not agree check 
the individual entries in the last column of Form 1064 
against the entries on lines 9 of the related Forms ACP~8,. 


3. The certifying officer shall sign the original of Form 
1064 and enter his title in the space provided therefor. 
The name and title of the certifying officer shall be 
typed on all copies of Form 1064, 


4. Forward all Forms ACP-8, ACP-9, ACP~10, and related 
forms and papers to the Receiving and Files Unit. 
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Supplement No. 1 to punaneemtnigaon 


NCR-State 103, Revised Issued May 25, 1937. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
NORTH CENTRAL DIVISION 


NCR-State 103, Revised, issued April 23, 1937, is hereby 
amended as follows: 


1. Section I, subsection C, page 1 is amended by adding 
at the end thereof the following: 


Stamp on the copy of ACP-1l bearing the signature 
of the treasurer the words "Forward to Records and 
Accounts Section, Washington, D. C0." 


2. Section I, subsection H, paragraph 1, subparagraph a, 
item (5) on page 2 is amended to read as follows: 


(5) Original and one copy of ACP-11 (original must 
have signatures of payees and copy must have 
been stamped "Forward to Records and Accounts 
Section, Washington, D. 6."). 


3. Section I, subsection H, paragraph 1, subparagraph b and 
paragraph 2, subparagraph b are amended by eliminating 
therefrom item (5) which provides for the disposition 
of additional copies of ACP-12. The other items in such 
paragraphs shall be renumbered accordingly. 


4. Section III, subsection A, paragraph 5 on page 5 is 
amended to read as follows: 


5. ACP~1l (original and three copies). 
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